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List  11 

ANONYMOUS  CLASSICS 
SACKED  BOOKS 
VOLUMINOUS  AUTHORS 


Directions 


See  A.  L.  A.  rules  119  -  20;  Cutter  123-24, 
131-32;  Hitchler  p.  13-14. 

For  the  classes  of  books  treated  on  this  list  do  not 
use  i  j  in  the  headings  except  in  the  case  of  real  authors 1 
personal  names  (treated  in  topic  3) 

1  Anonymous  classics 

Under  this  heading  are  treated  epics,  natiomal  folk 
tales  and  some  other  workswhose  authors  are  unknown  and  which 
have  appeared  under  various  forms  of  title,  either  in  the 
original  or  by  translation,  (  ti.g.  The  Arabian  nights'  enter¬ 
tainments,  The  thousand  and  one  nights,  Stories  from  the 
Arabian  nights,  Book  of  the  thousand  and  one  nights,  Tales  from 
the  Arabic,  &c. )  so  that  entry  under  the  first  word  of  the 
title  (as  far  the  ordinary  anonymous  work)  would  result  in  the 
scattering  of  editions.  To  prevent  this,  the  name  by  which, 
in  the  cataloger’s  judgment,  the  book  is  best  known  is  adopted 
as  an  author  heading  and  thus  treated  on  all  cards. 

Except  for  the  adoption  of  this  substitute  for  an 
author  heading  the  cataloging  does  not  differ  from  previous  work. 
The  title  is  written  as  on  the  title-page,  even  if  the  first 
words  are  the  same  as  in  the  heading,  e.g. 

Sample  cards. 

831  Nibelungenlied. 

N57>  Nibelungenlied;  tr.  by  Y/.N.  Lettsom, 

with. ..  introduction  by  Y/.H.  Carpenter;  rev. 
ed.  Lond.  Colonial  press  tc1901j. 
405p.pl. 24cm. 
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831 

N57.il 

Lettsom,  William  Hanson,  tr. 

Nibelungenlied. 

JJibelungenlied,  tGlS01.  ) 

398 

Mil 

Mabinogion. 

Wonder  stories  from  the  Mabinogion, 
by  Edward  Brooks.  Phil.  Penn,  1908. 

33 8p. illus.pl. 19cm. 

398 

Mil 

Wonder  stories  from  the  Mabinogion* 

1908. 

Mabinogion. 

398 

Mil 

Brooks,  Edward,  ed. 

Mabinogion. 

Wonder  stories  from  the  Mabinogion. 

1908. 

If  a  part  of  an  anonymous  classic  is  published 
separately,  the  title  of  the  part  should  he  treated  as  a  subhead  of 
the  main  title,  and  reference  made  from  the  title  of  the  part 
alone;  e.g.  Sindbad  the  Sailor,  published  separately,  should 
be  cataloged  under  heading:  Arabian  nights.  Sindbad,  with  a 
reference  from  Sindbad:  on  the  plan  for  cataloging  of 
sacred  books,  treated  as  topic  2. 


V 
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2  Sacred  "books 


The  treatment  for  sacred  books  is  the  same  in  principle 
as  for  anonymous  classics  but  as  libraries  are  likely  to  have,  in 
the  case  of  the  Bible.,  many  editions  and  many  parts  published 
separately  a  more  detailed  heading  is  generally  desirable,  e.g. 

The  Bible  or  any  part  of  the  Bible ,  including 
the  Apocrypha,  is  to  be  entered  under  the  wor&  Bible, 
with  such  subdivisions  as  are  necessary;  e.g. 


Bible.  English.  1830. 

Bible.  English.  1870. 

Bible.  O.T.  Pentateuch. 

Bible.  Hew  Testament.  English. 
Bible.  Hew  Testament.  English. 
Bible.  Hew  Testament.  German. 

B  i'b  1  e .  H .  T .  Mat  thew » 

Bible.  H,T.  John.  English. 
Bible,  H . T ,  John.  French. 


1896. 

1904. 


The  subdivisions  should  be  carried  out  to  the 
specific  part  of  the  Bible,  the  language  and  imprint 
date  being  added  in  the  heading  when  the  amount  of 
material  under  the  heading  is  sufficient  to  warrant  it. 

In  the  accompanying  list,  language  and  date  have  been 
used  in  the  headings  for  the  whole  Biole  or  the  whole  Testament. 
For  smaller  divisions  dates  have  not  been  used  and  language  has 
been  used  only  when  the  same  woric  was  listed  in  more  than  one 
language .. 


Some  libraries  use  the  language  designation  in  the 
heading  only  for  foreign  languages. 

For  Bibles  in  two  languages  give  both  languages  in  the 
heading, mentioning  the  least  familiar  first;  e.g.  Bible.  French 
&  English.  If  neither  of  the  languages  is  English  make  an 
added  entry  with  the  languages  reversed;  e.g.  main  entry  under 
Bible.  Italian  &  Latin,  with  added  entry  under  Bible.  Latit^r  & 
Italian,  in  author  position,  followed  on  next  line  by  short  title, 
imprint  date  and  number  of  volumes  if  more  than  one. 

In  the  case  of  individual  Gospels  some  libraries 
insert  the  word  in  the  heading  before  the  name  of  the  book,  but 
this  lengthens  the  heading  without  special  corresponding  advantage. 


Digitized  by  the  Internet  Archive 
in  2017  with  funding  from 

University  of  Illinois  Urbana-Champaign  Alternates 


https://archive.org/details/juniorcataloguinOOfell 
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F  oil owing  the  plan  indicated  above,  Old  Testament 
and  New  Testament  are  written  out  when  those  parts  of  the 
Bible  are  cataloged  as  a  whole,  but  when  a  smaller  division,  e.g. 
a  single  book,  is  the  distinctive  item,  and  the  Testament 
divisions  serve  chiefly  as  a  convenience  in  filing  the  cards, 
they  are  abbreviated  to  O.T.  and  N.T.  both  for  the  purpose 
of  shortening  the  heading  and  to  make  more  prominent  the 
distinctive  part. 

For  arrangement  of  entries  under  Bible  see  A.L.A  . 
rules  119.  A"  convenient  method  of  indicating  the  arrangement 
would  be  a  guide  card  with  some  such  statement  as; 

Bible. 

The  arrangement  of  entries  for  texts  of  the  Bible 
or  any  of  its  parts  or  for  works  regarding  the  Bible  or 
its  parts  followsthe  arrangement  of  the  Bible  itself  as 
given  below.  Headings  under  which  entries  have  been 
made  are  indicated  by  a  *. 

This  statement  should  be  followed  by  a  list 
including,  in  Biblical  order,  giving  the  broader  terms  before 
their  own  divisions  (e.g.  the  Pentateuch  before  Genesis, 

Exodus  etc.)  the  headings  Bible,  Old  Testament,  New  Testament, 
the  names  of  the  separate  books  and  such  group  terms  as  are 
likely  to  be  used,  e.g.  Pentateuch,  Gospels,  Epistles, 

Apocrypha.  By  making  this  list  complete  at  first  and  starring 
the  divisions  when  first  used  a  summary  of  the  arrangement  and 
also  of  the  headings  under  which  the  library  has  entries  may  be 
shown  at  any  time  without  rewriting  the  guide  card. 

References  should  be  made  from  titles  of  volumes 
(when  of  a  general  character)  and  from  names  of  parts  of 
the  Bible  to  the  headings  used,  e.g. 

Holy  Bible,  see 

Bible. 

Bibel,  see 

Bible.  German. 

Isaiah,  Book  of,  see 
Bible.  O.T.  Isaiah 


Title  entries  should  be  ror<5«~'only  in  very  rare  cases, 
i.e.  for  individual  titles  likely  to  be  used  only  for  certain 
editions,  e.g.  Bay  usalm  book. 


5 


On  editor  and  translator  cards  the  full  author  heading 
given  on  the  main  card  might  he  used  as  has  heen  done  in  previous 
work,  hut  the  value  of  the  detailed  heading  is  in  grouping  and 
distinguishing  works  under  the  general  heading  Bihle  and  for 
the  few  Bihle  headings  which  are  likely  to  he  found  under  an 
individual  editor  or  translator  no  such  purpose  is  served.  There¬ 
fore  for  class  work  on  editor  and  translator  cards  for  Biblical 
text,  subdivisions  beyond  the  part  of  the  Bihle  treated  (i.e. 
language  and  date)  are  to  he  disregarded,  to  show  the  possibility 
of  variation  on’  secondary  cards. 

On  such  series  cards  as  that  for  the  llodern  reader’s 
Bihle  the  titles  of  the  volumes  may  he  omitted  when  clearly 
indicated  by  the  author  headings.  The  latter  need  not  he 
carried  out  beyond  the  part  of  the  Bihle  cataloged,  even  if 
more  details  are  given  in  the  heading  on  the  main  card. 


Capitalization.  Ho  authoritative  ruling  on  this  point 
seems  to  he  available  hut  the  following  suggestions  are  in 
line  with  the  examples  in  the  A.L.A.  rules  and  with  the 
practice  in  general  on  the  Library  of  Congress  cards. 


Holy  Bihle 

la  Sainte  Bihle 

Biblical 

Ho*y  Scriptures 

die  Heilige  Schrift 

la  Volgata 


Old  Testament 

Hew  Testament 

le  Vieux  Testament 

le  ITouveau  Testament 

the  Gospels 

the  Book  of  Exodus 


Commentaries.  Read  A.  L.  A.  rules  13,  Gutter  14-15. 

For  commentaries  without  text  make  main  entry  under  nam-:  of 
author  of  commentary,  with  s  bject  entry  under  Bihle  or  the 
special  part  of  the  Bible  commented  on,  parts  of  the  Bible 
being  treated  as  subheads  (on  the  plan  of  the  author  headings) 
with  reference  (in  black)  from  the  name  of  the  part.  The 
red  ink  in  the  subject  heading  may  he  regarded  as  sufficient 
indication  of  the  subject  relation,  or  a  final  subhead  may  he 
used,  e.g.  Commentaries;  Explanatory  works;  or  Criticism, 
interpretation  Lzc. 


In  subject  entries,  subdivisions  for  language  and  date 
should  not  be  given  unless  in  some  very  rare  instance  the 
criticism  should  be  for  a  special  edition  oir  for  the  Bible  not 
merely  as  the  Bible  but  distinctly  as  the  Bible  in  that  special 
language . 
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For  commentaries  with  text  the  main  card  is  made  under 
either  the  author  of  the  text  cr  the  author  of  the  commentary, 
according  to  A.L.A  .  and  Cutter,  the  decision  resting  on  the 
relative  importance  of  the  text  and  commentary.  If  of  equal 
importance,  enter  under  theauthor  of  the  text.  Subject  entries 
are  made  in  either  case.  If  the  main  entry  is  made  under  name 
of  author  of  text,  an  added  entry  shoul.  be  made  under  the  comment¬ 
ator,  designating  him  as  editor,  but  if  the  main  entry  is  made 
under  the  name  of  the  commentator,  no  added  entry  is  needed  for  the 
text,  in  its  author  relation,  as  that  heading  is  covered  by  the 
subject  entry.  If  the  title  of  the  book  does  not  make  it  clear 
that  both  text  and  commentary  are  included  a  note  should  be 
added  giving  the  extra  information:  With  text,  o_r  With  commentary. 

Paraphrases  are  not  usefal  as  text  and  should  have  main 
entry  under  the  author  of  the  paraphrase , and  subject  entry  under 
Bible,  with  subdivisions  for  special  parts  of  the  Bible  an 
final  subdivision:  Paraphrases. 

Subject  entry  is  not  made  for  tftxt  of  the  Bible,  but  when 
the  text  is  in  a  very  unusual  language  a  form  entry  (having  in 
all  respects  the  appearance  of  a  subject  entry)  may  be  made 
under  the  name  of  the  language ,  as  shown  below  under  : 

Coptic  language,  Works  in. 


Sample  Cards 


220.52 

qB5 


Bible.  English.  1841. 


Holy  Bible... tr.  out  of  the  original 
tongues  &  with  the  former  translations... 
comnared  &  revised...  Ox.Uni-v*-  ^ress, 
1841.  1232p . 26. 5cm. 


Holy  Bible,  see 
Bible. 


3F3.1 

B5a 


Coptic  &  English. 


Ancient  Coptic  version  of  the  Book 
of  Job  the  Just;  tr...&  ed.  by  Henry  Tattam. 
Lond.  Straker,1846.  182p.23.5cm. 


Job,  Book  of, 
Bible.  O.T.  Job 


see 


■  a 
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r. 


223.1  Coptic  language,  Works  in. 

B5a  Bible.  O.T.  v^JoB.  Coptic  &  English. 

Ancient  Coptic  version  of  the  Book 
of  Joh  the  Just*  tr. ..&  ed.  by  Henry  Tattam. 
Lond.  Straker,  1846.  182p.23. 5cm. 


223.1  Tattam,  Henry,  D.D,  tr.  &  ed. 

B5a  Bible.  O.T.  Job. 

Ancient  Coptic  version  of  the  Book  of 
Job  the  Just.  1846. 


3  Voluminous  authors 


This  term  is  used  in  this  course  to  designate  authors 
under  whose  names  many  titles  are  entered,  either  for  different 
works  or  for  different  editions  with  different  titles.  The 
similarity  in  nature  to  the  anonymous  classic  consists  in  the 
variety  in  forms  of  title  for  the  same  work,  which  would 
result  in  the  separation  of  different  editions  of  the  same  work 
if,  under  the  author’s  name,  the  alphabetic  arrangement  by  title 
was  strictly  followed. 

For  such  authors  it  is  a  convenience  in  large  catalogs  to 
add  as  a  subhead,  after  the  author’s  name,  in  the  main 
entry^ the  catch  title  of  the  book;  e.g.  for  Shakespeare’s  King 
Lear,  which  might  appear  under  its  catch  title  or  under  the 
words  "Play  of"  or  "Tragedy  of"  the  various  editions  could 
conveniently  be  grouped  under  the  heading 
Shakespeare,  YiTilliam*  King  Lear. 

This  treatment  corresponds  to  that  for  separate  parts 
of  the  Bible,  which  are  entered  as  subheads  under  the  latter 
heading,  e.g.  Bible.  O.T.  Psalm.5, 

Shakespeare  is  used  for  illustration,  as  being  the  writer 
under  whose  name  the  average  library  would  have  the  most  entries 
for  which  this  method  was  an  advantage,  but  the  treatment  is 
adapted  to  any  author  of  whose  works  the  library  has  many  titles 
and  is  specially  valuable  for  authors  whose  individual  works 
have  been  the  subject  of  criticisms  or  commentaries,  as  it 


facilitates  the  arrangement  of  the  subject  entries  immediately 
after  the  works  criticised.  This  treatment  may  also  well 
he  substituted  for  that  suggested  for  translations  on  the  stencil 
of  directions  for  list  10,  p.6,  retaining  that  method  for  use 
only  when  it  is  desired  to  add  the  original  title  to  cards 
already  made. 

When  the  catch  titles  of  books  are  included  in  the  author 
heading,  the  title  entries  may  be  provided  for  in  three  ways, 

(l)  by  a  reference  to  the  author  heading  (as  in  the  case  of  books 
of  the  Bible)  e.g. 

King  Lear,  see 
Shakespeare,  William.  King  Lear. 


(2)  by  the  regular  title  card  for  each  edition 
in  the  library 

(3)  By  a  regular  or  partial  title  card  for  one 
edition  (generally  th  first,  though  it  may  sometimes 
be  desirable  to  substitute  another  one  later)  with 

a  note  referring  for  other  editions  to  the  author 
heading.  (see  samples  below.) 

With  this  treatment  it  is  desirable  (contrary  to  the 
general  practice)  to  include  the  editor's  name  on  the  title 
card,  in  order  that  the  reader  who  wish  s  a  special  edition  may 
know  at  once  whether  the  one  at  hand  is  the  one  desired  or  whether 
it  is  necessary  for  him  to  follow  up  the  reference. 

On  the  title  cards  it  seems  a  useless  repetition  to  give 
the  catch  title  in  the  author  item,  and  with  most  editors  the 
same  would  be  true.  If,  however,  the  library  had  many  works  of 
the  same  writer,  entered  under  a  certain  editor,  it  might  be  a 
convenience  to  add  in  the  author  item  on  the  editor  card,  the 
catch  title  as  on  the  author  card,  especially  if,  as  in  the  sample 
below,  in  the  real  title  the  catch  title  was  considerably  hidden 
by  an  introductory  phrase. 

In  large  libraries,  doing  careful  bibliographic  work,  a  card 
for  such  works  as  Shakespeai^ks  separate  plays  should  be  made  for  the 
catch  title,  and  a  first  word  title  entry  under  each  of  the 
other  forms  appearing  on  title-pages  of  editions  in  the  library. 

the  small,  popular  library  the  catch  title  entry  might  be  suff* 
cient. 


For  class  work  the  catch  title  and  first  word  title  entries, 
should,  when  different,  both  be  made,  according  to  the  following 
samples,  but  the  note  should  not  be  given  unless  more  than  one  edi¬ 
tion  of  the  same  play  is  cataloged. 

822.33  Shakespeare,  [William].  King  John. 

Xlr  History  of  the  life  &  death  of  King 

John:  ed.  with  notes  by  W.  J.  Rolfe... 

N.Y.  Harper,  1893  ic,80j.  190p.illus. 
17.5cm. 


822.33  History  of  the  life  &  death  of  King 
Xlr  John;  ed...byW$.  Rolfe.  1893. 

Shakespeare,  [William]. 

For  other  editions  see  entries  under 
heading:  Shakespeare,  William.  King  John. 

822.33  King  John. 

Xlr  Shakespeare,  [William]. 

History  of  the  life  k  dearth  of  King 
John;  ed...by  ¥.J,  Rolfe.  ‘l893. 

For  other  editions  see  entries  under 
heading:  Shakespeare,  William,  is  King  John. 


822.33  Rolfe,  William  J  [ames j  ed. 

Xlr  Shakespeare,  [William] . 

History  of  the  life  &  death  oi  King 
John.  1893. 


' 
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905 

E58 


Published  q 
v.1-5  ed.by 

v.S  " 

v. 7-16  n 

v. 17-date" 


tarterly. 

Man.de  11  Creighton  & 
R«  Poole. 

Handel).  Creighton, 
S..  R,  Gardiner  &  H. 
S  R,  Gardiner  &  R.L 
Pools. 

R.L.  Poole. 


L. 


Poole . 


Subject  card 


905  History.  Periodicals. 

E58  English  historical  review. 

Eor  full  statement  of  volumes  in 
library  see  English  historical  review. 


Editor  cards 


905  Creighton.  I/andell,  bp.  ed. 

E58  English  historical  review.  1886-91. 
v. 1-6  v. 1-6. 


^05  Gardiner,  Samuel  Rawson,  ed. 

E58  English  historical  review.  1891-1901. 
v. 6-16  v.6-16. 


S05  Poole,  Reginald  Lane,  ed. 

E58  English  historical  review.  1886-date, 
v.l-  v, 1-date. 


J12-225 


Hew  York  State  Library  School 
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Jennie  D.  Fellows 


Li  fit  13-1 G 


GOHPORATE  EtfTRY 


Directions 


1  See  definition  of  Author  in  A.L.A.  code,  pref.p.13  and 
Cutter,  p.14. 

2  For  detailed  treatment  of  societies  and  institutions  as 
authors  follow  A.L.A.  code,  p.21~33.  Head  also  Cutter,  from 
bottom  of  p„39  through  rule  45  on  p.4i. 

3  Con tinuat long t  e . g.  transactions! , proceedings ,  etc.  are, 
except  for  the  use  of  the  author  heading,  treated  like  periodicals, 
the  "Library  has"  statement  being  given  on  the  main  cp.rd  and  a 
reference  made  to  the  main  oard  from  the  subject  card. 

4  Reports  fall  into  two  classes,  (a)  continuations,  which 
receive  the  "Library  has’1  treatment,  and  (b)  finished  reports, 
which  are  treated  like  anyother  finished,  complete  work.  Generally 
it  is  easily  determined  to  which  class  a  report  belongs,  all  reports 
which  may  be  expected  to  continue  indefinitely,  as  annual  reports 
etc.,  being  of  the  first  class ,  and  completed  reports  for  special 
investigations  etc.  being  of  the  second  class  Occasionally,  however, 
reports  appear  which  do  not  show  whether  they  are  to  be  continued 

or  not,  and  in  such  cases  the  cataloger  must  depend  upon  haa  own 
judgment,  aided  by  such  information  as  he  may  be  able  to  obtain  from 
outside  sources. 

5  "When  the  title  of  the  book  is  something  different  from  tile 
ordinary  line  of  titlsa  for  society  publications  it  is  often  necessary 
to  include  in  the  title  on  the  cards  the  whole  or  part  of  the  name  of 
the  society  or  institution,  in  order  to  show  the  relation  between 
the  author  heading  and  the  title. e.g.  "Lectures  delivered  under  the 
auspices  of  the  ...  society15.  As  in  the  case  of  individual  authors, 
...  need  not  be  used  to  indicate  the  complete  omission  of  the  author 
heading  but  should  be  used  t«a  indicate  the  shortening  of  the  desig¬ 
nation,  as  shown  above. 
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6  As  the  corporate  author  is  generally  also  the  publisher . 
this  point  may  be  assumed  and  the  publisher’s  name  omitted  from 
the  imprint  except  when  it  is  different  from  the  main  author 
heading.  The"  printer’s  name  as  publisher  is  to  be  used  only  in 
case  of  special  doubt,  Tfhen  the  name  of  the  society  or  institution 
is  given  as  publisher,  it  is  to  be  written  either  in  its  regular 
form,  as  "Univ.  of  Illinois0,  or  as  a  single  phrase,  as  "Illinois 
univ.°  even  though  the  author  form  would  be  "Illinois. University." . 

7  Subheads  in  corporate  headings  are  to  be  set  off  by  \ 

centimeter  spa^e.  In  some  libraries  they  are  distinguished  by 
a  dash  or  by  underlining  but  for  class  work  only  the  period  and 
the  space  are  to  be  used,  on  the  analogy  of  the  work  with  the 
subject  subheads, 

o  Brackets  are  hot  to  be  used  in  corporate  headings  to 
show  variation  from  form  given  cn  the  title-page,  as  such  variation 
becomes  necessary  in  a  large  proportion  of  cases  in  order  to  pro¬ 
cure  any  approach  to  uniformity  in  method. 
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List  20 

OOVBRNimT  DOCUMENTS 
Directions 

In  the  matter  of  cataloging,  government  documents  fall  into 
the  general  class  of  the  publications  of  corporate  bodies.  The 
principal  points  in  which  they  differ  from  society  publications, 
wtc.  is  the  much  more  .general  need  for  subheads  in  the  author 
headings,  and  the  liability  of  departments  to  change  their  names, 
of  bureaus  to  change  their  departmental  relations  and  of  serial 
publications  to  change  their  forms  lor  titles  or  to  be  trans¬ 
ferred  from  one  department  to  another* 

In  the  case  of  such  a  change  the  entire  series  may*  as  with 
periodicals,  be  entered  under  one  form  ith  a  reference  from 
the  others,  or  the  publications  appearing  under  each  form  may 
be  cataloged  under*  that  form,  with  notes  showing  the  relation 
to  earlier  and  later  forms-  '  The  latter  method  is  generally 
the  simpler  and  also  seems  the  fairer  in  the  case  of  independent 
commissions  hich  have  become  subordinate  bureaus,  or  for  pub¬ 
lications  which  have  been  transferred  from  one  bureau  to  another. 

Ref  erences : 

A.L.A.  Papers  *£  proceedings,  1903,  25:176-89,1908, 
30:382-406;  1909,  31:313-29 
A.L.A.  rules,  p„  17-21 
Cutter,  p.39-43 

Everhart,  Elfrido.  Handbook  of  United  StateSpublio 
.qi^numents.  H.  *.  wfiison  Co.  1910. 

(Reviewed  by  J.  T.  Wyer,  jr.  in  L.j.  Hay  1910,35:221) 
Rasse,  A.R.  United  States  government  pub}i cations.^ 
Library  Bureau,  1902-03.  pt.1-2. 

Wyer,  J.I.,  jr.  United  States  government  documents. 

1906.  (Library  School  bulletin  21 ). 

_  U. S.  government  documents  in  small  libraries. 

Chic.Amer.  lib.  ass’n,  1910. 

In  general  follow  the  A.L .  .  rules  but  for  subheads  prefer  the 
inverted  form,  adopting  the  usage  of  the  Superintendent  of 
documents. 


■ 


Subject  cards.  A  subject  entry  for  each  official  publi¬ 
cation  (unless  of  too  general  a  character,  e.g.  the  president’s 
message)  is  the  most  satisfactory,  hut  a  device  hy  which  time  may 
he  saved  in  some  causes  is  the  reference  from  subject  heading  to 
author  heading.  The  greatest  value  of  such  a  reference  is  in 
the  c-'se  of  a  department  which  issues  many  publications  falling 
into  the  same  general  subject,  e.g.  individual  entry  for  the 
publications  of  the  U.S.  department  of  agriculture  would  probably 
require  many  cards  under  the  subject  heading  Agriculture.  U.S. 
and  ir  would  be^very  decided  saving  to  refer,  i.e. 

Agriculture.  U.S.  see  also 
U.  S.  Agriculture  department 

If  such  a  reference  is  made  for  an  individua.1  work  instead 
$>f  for  the  department  publications  in  general,  the  feference 
snould  include  the  title  of  the  v/ork  referred  to,  but  generally 
in  such  cases  added  entry  "rould  be  preferable  to  reference  , 
but  the  same  princip^fe  would  hold  in  the  "For  jfull  statement" 
note  on  subject  cards'  for  continuations  having  an  author  heading, 
e.g. 

331  Labor  &  laboring  classes.  Kansas. 

K16  ‘Kansas.  Labor  industry  bureau. 

Biennial  report. 

For  full  statement  of  volumes  in 
library  see  card  beginning:  Kansas. 

Labor  &  industry  bureau.  Biennial  report. 

Title  entries.  Some  publications,  e.g.  the  Farmers’  bulletin 
and  tile  Experiment  station  record,  are  so  7/ell  known  by  their 
titles  that  the  most  satisfactory  treatment  may  b®  .  to  make 
main  entry  under  ti tie ,V\Aith  general  secondary  entry  under  de¬ 
partment  or  bureau  issuing  the  publication. 

References  and  added  entries.  As  there  is  much  uncertainty 
as  to  the  form  under  which  a  book  will  be  looked  for  in  the 
catalog,  references  and  added  entries  should  be  made  very  freely. 

Reference  should  always  be  made  from  the  name  of  a 
department  to  any  of  its  bureaus,  under  the  names  of  which  works 
have  been  entered,  and  often  reference  should  be  me.de  from  the 
name  of  the  department  or  bureau  vdthout  the  name  of  the  country, 

e.  g. 

Post-office  department,  see 
U.  S.  Post-office  dep’t 

Occasionally  notes  should  be  added  to  reference  cards,  e.g. 


see  also 


TJ.  S.  Fish  commission, 
U.  S.  fisheries  bureau 


Cn  triply  1.I9C3  the  commission  "became  the 
Fisheries  bureau,  under  the  .jurisdiction  of 
the  Commerce  &  ir-bor  department. 


If  an  individual  has  "become  well-kncvjn  as  the  chr&f  of  a 
department  it  is  often  well  to  refer  from  his  name  to  the 
official  heading,  e.g- 


Harris,  Wi  Lliara  Torrey,  see  also 
U.  3.  Education  bureau 


In  other  cases,  editor,  compiler  cr  general  secondary 
ca.rd3  are  to  be  preferred  for  the  individual. 

For  rulers,  e.g.  kings,  governors,  mayors,  prelates,  etc. 
yrhose  official  publications  seem  to  carry  a  greater  degree  of 
personal  responsibility  than  the  average  official  publication,  a 
more  definite  form  of  reference  may  he  used,  e.g. 

Cleveland.  Grover,  pres,  of  U.S. 

For  official  papers  see 
Buffalo.  Hay or 
Hew  York  (State).  Governor 
U.S.  President.  1835-89  (Cleveland) 

U.3.  President'  1893-97  (Cleveland) 

In  the  case  of  mayors'  messages,  etc.  if  they  follow  a 
generally  uniform  plan  and  the  dates  and  personal  name  are  not 
included  in  the  heading,  the  main  card  is  generally  best  made  in 
the  "Library  has*  form,  listing  the  messages  etc.  by  dates  and 
name  of  individual  officer. 

"Library  has"  statement.  This  statement  may,  ~a-s --rioted  above, 
include  the  name  of  the  official  for  the  year.  In  other  cases,  the 
titles  of  the  separate  volumes  may  be  given,  the  statement 
being  in  the  nature  of  contents.  This  la^H;  suggestion  applies 
particularly  to  sets  of  monographs,  etc.  and  to  annual ■ reports 
1'rhi  ch  specialize  yearly  on  separate  subjects. 

Analytics :  Analytics  fer  completed  publications  do  not  differ 

fr cm  ordinary  analytics.  An  analytic,  when  ocmpletc  in  itself 
but  published  in  a  continuation,  would  generally  take  the  regular 
form  for  an  analytic  except  that  the  imprint  date  would  be  in  ink, 
instead  of  in  pencil  as  for  other  incomplete  w  rks .  (Except i on.  In 
the  case  of  annu  1  rep  rto ,  cto>  where  the  title  date  is  n  imp  or*,  ant 
p  .  int,  it  is  better  t-  use,  in  the  analytic  reference,  the  title 
date  instead  of  the  imprint  date,  e.g.  "In  its  Annual  report 
for  1903,  p, 64-97" 


ab&h 
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"In  its  Annual  r> port .1904 .p. 64-37"  or 
MIn  its  Annual  report  for  1903,1504,  p.C4-97".) 

If  the  report  cf  a  department  or  official  is  regularly 
published  ith  that  of  another  department  or  official,  the 
first  in  the  volumes  •■ould  naturally  he  treated  as  the  main 
author,  and  author  analytics  or  references  made  for  the  second. 

If  the  analytic  form  is  used  the  items  inside  the  (  )  would 
consist  merely  of  author  and  title,  no  account  being  taken 
of  dates  and  volume,  numbers,  e.g. 

352.0741  Camden,  Public  Library* 

C17  Annual  report.  (in  Camden.  Town 

offJTicers.  Annual  report.) 

Library  has: 
no . 1  1904 

7i©,3  1906 

If  the  reference  is  preferred  it  would  take  some  such 
form  as; 

famden.  Public  Library. 

Annual  report,  see  Camden. 

Town  officers.  Annual  report  (350.0741  C17) 

The  report  of  the  library  is  regularly 
published  with  that  of  the  town  officers. 

Of  the  two  forms  the  analytic  is  to  be  preferred,  since  it 
gives  more  information,  takes  no  longer  than  the  reference,  except 
for  the  additional  record  of  the  new  report,  year  by  year,  and 
is  more  readily  adapted  to  a  change  in  the  manner  of  publication, 
e,g.  issued  independently. 
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Lists  22-23 
REFERENCE  BOOKS 
Problem  1 

By  a  study  of  the  A.L.A.  relies  decide  on  the  main  and  added 
entries  f o?  the  hooks (except  for  subjects),  so  far  as  the  in¬ 
formation  is  furnished  by  the  stencil.  Decide  also  on  the  part 
of  the  name  which  should.be  used  for  the  entry  word,  e*g.  the 
first  or  second  part  of  a  compound  name,  as  far  as  the  information 
is  furnished,  but  names  need  not  be  looked  up. 

Problem  2 

By  a  study  of  the  Catalogers  reference  books  decide  on  the 
best  places  to  look  for  full  names  and  dates  for  the  various  entries 
but  names  need  not  be  actually  looked  up. 

1  Bungalows  &  cottages:  100  designs  for  bungalows  & 
cottages  costing  to  build  from  &400  to  $3000,  by  M.  L.  Keith. 
Ilinneapolis ,  1908. 

2  Visitation  of  Cambridge,  made  in  1575.  Continued  &  en¬ 
larged  with  the  vissitation  of  the  same  county  made  by  Henery 

St.  George,  Richmond  herald,  marshall  &  denuty  to  Willm.  Camden... 
Ed.  by  John  W.  Clay.  Lond.  1897. 

3  The  visitation  of  the  county  of  Cornwall  in  the  year  1620. 
Ed.  by  Lieut-Colonel  J.  L.  Vivian  &  Henry  H.  Drake...  Lond. 1874. 

(The  original  drafts  of  the  visitation  are  preserved  in 
the  British  museum  and  are  in  th-  handwriting  of  Camden’s  deputies 
Sir  Henry  St.  George  8s  lir  Sampson  Lennard*  ) 

4  Thirty-five  illustrations  of  Don  Quixote,  in  a  series  of 
fifteen  plates,  designed  8c  etched  by  G.  Cruikshank.  Lond. 1834. 

5  La  boheme ,  4  acts.  Libretto  by  G,  Giacosa  &  L.  Illica. 
English  version  by  Grist  &  P.  Pinkerton.  liusic  by  G.  Puccini. 

17. Y.  c1898 . 

6  Engravings  of  lions,  tigers,  panthers,  leopards , dogs ,  &o. 
chiefly  after  the  designs  of  Sir  Edwin  Lai^seer,  by  his  brother, 
Thomas  Landseer.  Lond.  1853. 

7  Plans  8c  specifications  for  small  school  buildings  prepared 
by  Johnston  brothers,  school  architects,  Alma,  Nebraska... 

[Santa  Fe,  N.M.  1909.] 
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8  I>er- raiitanfanger  iron  Hameln.  Grosse  oper  in  flinf  akten. 
T)xchbung  von  F.  Hofmann.  Musik  von  V.  E.  ITessler.  Leipzig,  187S. 

9  Concordance  to  the  poetical  works  of  John  Hilton, 
hy  John  Bradshaw.  Lond.  &  U.Y.  1894. 

10  Der  goldschmied  von  Ulm.  Volksmarchen  in  3  acten  von 
Mosenthal,  musik  von  Heinrich  Harschner. 

11  Nanaimo  harbor  &  Departure  bay.  From  British  surveys  in 
1862  &  ’  66.  Drawn  by  G.  Uoetzel  8c  A.  Klakring,  engraved  by  C.E. 

Birch,  M.  Franke  8c  E.  A.  Ruebsam.  Wash.  1891. 

12  Old  Spanish  masters  engraved  by  Timothy  Cole,  with  histori¬ 
cal  notes  by  Charles  H.  Caff in  &  comments  by  the  engraver.  U.Y. 1907. 

13  Hap  of  Oregon  &  Upper  California.  From  the  surveys  of  John 
Charles  Fremont  8c  other  authorities.  Drawn  by  Charles  Preuss 
under  the  order  of  the  senate  of  the  United  States.  Wash.  1848. 

14  Collection  of  lithographs  from  the  paintings  of  living 
artists  at  Munich,  by  F.  Hohe.  Munich,  1825. 

15  The  Dore  Bible  gallery,  containing  100  superb  illustrations 
and  a  page  of  explanatory  letter-press  facing  each.  Illustrated 

by  Gustave  Dore.  Phil. 1883. 

16  Shakespeare’s  morals:  suggestive  selections,  with  brief 
collateral  readings  8c  scriptural  references;  ed.  by. Arthur  Gilman. 
U.Y.  1880. 

17  Logik  der  reinen  erkenntnis,  von  Hermann  Cohen...  Berlin, 

1902. 

Index  to  ...  von  Dr  Albert  Gbrland.  Berlin,  1906. 

18  Table  talk  of  Martin  Luther,  tr.  &  ed.  by  William  Hazlitt, 
with  a  memoir  by  Alexander  Chalmers.  Lond.  1902. 

19  Hebrew  chrestomathy ;  by  Moses  Stuart.  Andover  8c  U.Y.  1832. 

20  Washington  and  his  country*  being  Irving’s  Life  of  Wash¬ 
ington  abridged  by  John  Fiske.  Bost.  1887. 

21  Of  the  Imitation  of  Christ;  four  books,  by  Thomas  a  Kempis. 
U.Y.  1891. 

22  Record  of  criminal  cases,  as  between  Europeans  8c  natirns 
for  the  last  hundred  years.  Ed.  &  pub.  by  Ram  Gopal  Sanyal... 
Calcutta,  1896. 


23  El  mavimiento  de  Es^ana. . .  escrlta  en  latin  por  J.  Maldonado 
y  truduoida  al  Castellano  e  ilustrada  con  algunas  notas  y  documented 
per  Jose  Quevedo.  Madrid,  1840. 

24  The  Mir r our  of  the  blessed  lyf  of  Jesu  Christ;  a  translation 
of  the  Latin  work  enti tled"Medi tationes  vitae  Christi"  attributed 
to  Cardinal  Bonaventura.  Made  before  the  year  1410  by  Nicholas 
Love...  Ed.  by  Lawrence  E.  Powell.  Lond.  &  Edin.  fi908,. 

25  Bulla  Sancti  Leonis  X,  contra  errores  Martini  Lutheri. 

26  Academia  espahola.  Oracion  al  rey.  Madrid  1724 
Two  pamphlets  by  Philip  V  of  Spain. 

-  2?v.Trfve?:?  of  Abdallah  Mohammed  ibn  Abdallah  ibn  Batuta:  tr 
from  the  Arabic  by  Rev.  Samuel  Lee.  Lond.  1829. 

o  ,  28  Cornelius  als  niensch  und  als  dichter,  von  dr.  Emil 

Sulger-Gefcmg,  . .  MUnchen,  1908. 

29  Three  letters  6f  Pope  Leo  X.  Lond.  1891. 

Bost^&^ll^Y^0!  906°  compositions  tbyj  Wolfgang  Amadeus  Mozart. 

V  +Z1  lhe  f0r  boys  &  girls  told  frocl  Komer  in  Simple  language 

by  the  Rev.  Alfred  J.  Church...  X.Y.  1907.  6  g 

32'Cdysse  d»  Homere  gravee  par  Thomas  Piroli  d'apres  les  dessins 
composes  par  Jean  Flaxman,  sculpteur  a  Rome.  [Rome?  1795? 5 

Bost?31873  &  WiSd°m  °f  George  Eliot;  selections  from  her  writings. 

34  Bula  de  nuestro  santisimo  padre  el  Senor  Leon  XII.  Mexico, 1830, 

bv  trations  Pi^ys.of  Shakespeare  from  pictures  paintec 

by  R.  Smirke,  engraved  by  Heath,  Pinden  &  others.  Lond.  1825-26. 

Paris!  1887rrte  ^  FranCe  ^  ^  Ear  M.J. Collet .. . 

37  Drawings  by  Howard  Chandler  Christy.  it. Y.  1905. 

by  L^Cruylf  "  m°dern  Rome-desiSned  &  engraved 

by  JoLCLee?KiSt0"Lnd.l852:,by  Gilbert  Abb0tt  A  ^^.Illustrated 

w-itv,40  ^rav?ls  trough  Denmark  &  Sweden. .  .by  Louis  de  Beisgelin 
with... drawings... by  Dr.  Charles  Parry...  Lond.  1810. 
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List  10 

PARTIAL  TITLI  . ;  BIT  HER 1 S  TITLES,  COVER  TITLES,  HALF  TITLES 
0?  EUHLIEG-  TITLES;  Oil  !  ED  TIT  ■  ;  TR  :  ?L/TIOJ;S  IT!  D  H  DIF?  I 

TJ  TL  :  . 


Directions 

Title  osr&s'iihder  any  of  the  following  sneoif 1.  cations  may 
be  made  either  in  place  of  or  in  ad  .lit  ion  to  umal  title  cards  • 
See  Hit chi or,  p • 17 ,  linos  17-07. 

1  Partial  title 

A  catch  title  consisting  or  only  a  part  of  the  title  as 
given  on  the  title-page,  but  applied  only  alien  the  shortening 
consists  in  the  omission  of  words  which  would  bo  retained  on  a 
regular  title  cord  if  made,  Occasionally  the  partial  title 
is  a  shortened  form  beginning  lib.o  the  full  title  but  more 
often  is  a  phrase  which  omits  the  first  words:  of  the  full 
title;  it  may  or  may  not  be  a  subtitle  or  alternative  title. 

The  entry  consists  of  the  cell  number  in  its  usual  place ; 
the  partial  title  on  the  top  line,  inner  indention  (rifheh  ... 
end  without  date  or  number  of  volumes ) ;  author’s  nr  me  on  the 
r.c-yt  line,  secondary  fulness,  outer  indention,  tailing  inner 
indention  if  it  rues  over  the  line,  as  on  ordinary  title  card; 
title  as  given  on  the  title-page  on  the  newt,  line,  inner  indon- 
t  i  n,  1-  ;  ir  outer  inch  iticn  for  subsequ  nt  linos,  imprint  date 
or  its  substitute;  number  of  volumes  if  more  than  one.  For  1 
Ilex  title  given  after  the  author’s  name  ...  are  to  be  used  as 
on  ordinary  title  or  editor  cards •  A  short  t.i  tie  may  be  i  rad  but 
it.  should  be  Ions  enough  to  include  the  partial  title;  e.g. 

K14t  Ten  weeks  with  a  circus. 

rKalexj,,  J.O. 

Toby  Tyler;  or.  Ten  words  with  a  cir¬ 
cus.  tc  180 1.1 

A567e  (The)  seven  little  sisters 

prove  their  sisterhood, 

A  ndr  e v.r  s ,  Jane. 

Each  &  all:  the  seven  little 
sisters  rrove  their  sisterhood. 
v°1877-1905i". 

nll-105 
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Tracing .  As  the  partial  titles  are  added  entries,  they 
should  be  traced  on  the  main  cards,  the  word  under  which  the 
entry  is  made  being  specified  when  the  catch  phrase  is  not 
perfectly  obvious. 


2  Binder's  titles,  cover  titles,  half  titles  or  running 
titles . 

For  definitions  see  A.L.A.  rules,  prof,  p.13-16. 

Title  cards  may  be  made  for  any  of  the  titles  indicated 
above  if  the  titles  are  such  as  are  likely  to  be  remembered 
and  looked  for,  except  when,  as  in  the  case  of  ordinary  titles, 
a  subject  entry  answers  the  need.  When  any  of  these  forms  is 
merely  a  shortening  of  the  title  given  on  the  title  page,  the 
partial  title  form  is  generally  to  be  preferred*  as  it  is 
slightly  simpler  and  would  remain  true,  which  would  not  always 
be  the  case  with  binder’s  or  cover  titles,  when  books  were  re¬ 
bound.  When  special  titles  can  not.  properly  be  regarded  as 
partial  titles  they  should  be  noted  on  main  card  and  subject 
cards  and  designated  in  the  heading  on  the  special  title  cards, 
as  binder’s  title,  cover  title,  half  title  or  running  title; 
e  .g. 


755  Bell,  Are  .fancy  R.  E.  (Heugens)j  . 

B43  Lives  &  legends  of  the  evangelists, 

apostles  &  other  early  saints.  Lond. 

Bell , 1901 .  S84p.pl. 25cm. 

Binder's  title:  Saints  in  Christian 

art . 

755  Saints  in  Christian  art,  binder's 

B45  title  of 

Bell,  Hr  s  M .  R .  E .  ( Meugens ) :J  . 

Lives  &  legends  of  the  evangelists, 
apostles  6:  other  early  saints.  1901. 

As  in  the  case  of  partial  title  cards,  ...  and  date  and 
number  of  volumes  when  more  than  one  are  not  used  with  the 
special  title  but  are  used  with  the  real  title  as  taken  from 
me  title  page,  according  to  the  rules  for  added  short-entry 
cards . 


3  Changed  titles 


See  A.  L.  A.  rules  143. 

Changed  titles  may  include 

a)  Boohs  reprinted  with  no  change  except  title 

b)  "  rewritten  by  the  author 

c )  ”  abridged  w 

d )  Different  translations  of  the  same  work  under  different 

titles 

Sample  of  treatment,  both  titles  in  library 

HS44a  Hildreth,  Richard. 

Archy  Moore,  the  'White  slave;  or, 
Memoirs  of  a  fugitive.*  F.Y. Miller, 
1855.  408p.pl. 19cm. 

Also  published  under  title:  The 
white  slave  (HC44w). 

H644w  (•Hildreth,  Rioharc^ 

(The)  white  sieve;  or,  Memoirs  of  a 
fugitive.;.  Host  ..Tappan,  18-58.  408p.pl 

19cm. 

Also  published  under  title:  Archy 
Moore  (HC44a). 

In  such  cases  the  regular  title  cards  would  be  made  as 

usual  except  for  the  addition  of  the  note. 

Treatment  for  same  booh,  1st  title  only  in  library  ' 

H644a  Hildreth,  Richard. 

Archy  Moore,  the  white  slave; 
or,  Memoirs  of  a  fugitive.*  IT.Y, 
Miller, 1855.  408p.pl. 19cm. 

A,lso  published  under  title: 

The  white  slave. 

H644a  Archy  Moore,  the  white 

slave.  1855. 

Hildreth,  Richard. 

Also .published  under  title* 

The  wlri t e  si ave . 
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Hildreth,  Richard. 

(The)  white  slave;  or,  Memoirs  of 
a  fugitive,  see  his 

11644a  Arohy  Moore.  1855, 

Same  pork  published  under  both 
titles . 

(The)  white  slave;  or,  Memoirs 

of  a  fugitive. 

Hildreth,  Richard,  see  his 

H644a  Arohy  Moore.  1855. 

Same  work  published  under  both  titles. 

Secondary  entries  when  only  one  of  the  titles  is  in 
in  t  h  e  1  i  b  r ary^  Reference  "should  regularly  be  made  from  author 
with  other  title,  but  reference  should  not  be  made  primarily 
from  the  other  title  unless  a  title  card  would  be  made  for 
the  book  if  in  the  library. 

If  the  book  is  one  which  calls  for  a  subject  hard  this 
should  include  the  note  regarding  the  other  title  but  no 
extra  subject  card  for  the  other  title  need  be  made. 

If  a.  card  is  made  for  an  editor  or  translator  it  should 
not  include  the  note,  nor  should  the  extra  card  for  the  other 
title  be  made  under  editor  or  translator  unless  (applying  to 
both  these  points)  the  work  under  the  other  title  is  that  of 
the  same  editor  or  translator. 

Notes.  Generally  the  information  regarding  the  different 
titles  is  best  given  in  a  note,  but  if  it  is  given  in  the  title 
on  the  title-page, it  may  be  retained  there  end  the  note  omitted 

Notes  should  give  as  exact  information  as  the  catalo.ger  * s 

knowledge  warrants;  e.g.  Published  in  England  under  title: - 

Rewritten  &  published  under  title:  - ;  etc. 

Pali  numbers.  When  both  titles  are  in  trie  library  the 
call  number  for  each  is  given  on  its  own  cards  in  its  usual 
place  and  the  call  number  for  the  other  is  included  in  the 
note.  When  only  one  title  is  in  the  library  the  call  number 
for  that  is  given  on  its  own  cards  in  the  usual  place  but  on 
the  cards  for  the  other  title  is  written  1 r.  (main  > in  the 
margin  opposite  the  title  to  which  it  belongs. 

Tracing,  When  both  titles  are  in  the  library  each  book 
is  cataloged  by  itself  and  the  tracing  follows  the  usual  rules. 
When  only  one  of  the  titles  is  in  the  library  the  author  and 


< 


title  cards  for  the  other  (although  in  form  they  are  reference 
cards)  are  practically  added  entries  for  the  first  title  and 
therefore  should  be  traced  on  the  back  of  its  main  card;  e.g. 
Extra  card  for  Hildreth 
Extra  t 

4  Translations  under  different  titles.  Treat  in  general 
like  other  changed  titles  but  when  convenient  give  also  in  a 
note  the  title  of  the  original;  e.g* 

B198r  Balzac,  Honors  de. 

...(The)  alkahest;  or.  The  house  of 
Claes;  tr  by  K .P.Wormeley •  Bost. 

Roberts,  1890  tc18873.  307p.l9cm. 

Translation  of  La  recherche  de 
l’absoluJ^,  which  is  also  translated  under 
the  titles:  The  alchemist  &  The  quest 
of  the  absolute  (B198r2), 

B198r  ...(The)  alkahest;  or,  The  house  of 

Cla§3.  1890. 

Balzac,  Honors  de. 

Translation  of  La  recherche  de 
l’absolu,  which  is  also  translated 
under  the  titles:  The  alchemist  & 

The  quest  of  the  absolute  (B198r8). 

B198r  Wormeley,  Katharine  Prescott,  tr. 

Balzac,  Honors  de. 

...(The)  alkahest;  or,  The  house 
of  Claes.  1090. 

Translation  of  La  recherche  de  l'absolu. 

B198r2  Balzac,  Honors  de. 

...(The)  quest  of  the  absolute... 
tr,  by  G.B.Ives.  .  .  Philo 
^Printed"  for  subscribers  only  by 
G. Barrie  &  son  pl8993  • 

rouyp.piT*-3!  .6cm.  "  "  ^ 

Translation  of  La  recherche  de 
l*absolu,  which  is  also  translated 
under  the  titles:  The  alkahest  (B19Br) 

&  The  alchemist, 

B198r2  ...(The)  quest  of  the  absolute. 

C01899* 

Balzac,  Honor £  de* 

(Rotes  as  above) 
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B198r2  Ives,  G.  B.  tr. 

Balzac,  Honord  de . 

...(The)  quest  of  the  absolute. 
,P1899#3 

Translation  of  La  recherche 
de  l’absolu. 


Balzac,  Honors  de. 

(The)  alchemist,  see  his 
B198r  ...(The)  alkahest.  1890.  or  his 

Bl©8r2  ...(The)  quest  of  the  absolute.  ,:°189^.j 


Translations  of  the  same  v:or’  ^ 

^Tja'recherche  '  de  l'aosoxu.  . 


(The)  alchemist. 

Balzac,  Honor 6  de,  see  his 
B198r  ...(The)  all:ahest.  1890.  or  his 

B198r2  ...(The)  quest  of  the  absolute. 

rc  189^.j 

Translations,  of  the..3^e  work.*) 

recherche  de  l’absolu. 

A  library  having  many  works  of  an  author,  with  transla¬ 
tions  under  different  titles,  might  often  find  it  convenient 
to  have  the  cards  for  all  forms  of  the  work  in  a  single  group. 
This  may  be  done  by  adding  in  the  upper  right  corner  of  the 
author  card  (either  in  black  or  red")  the  title  of  the  book  in 
the  original,  and  alphsbeting  by  this.  When  this  is  done’  a 
reference  card  should  be  made  under  the  author’s  name,  with 
the  title  of  the  special  translation j  e.g. 

Main  card 


(La)  recherche  de  l'absolu 

B198r  Balzac,  Honors  de. 

...(The)  alkahest;  or,  The  house  of 
Olaes;  tr.  by  K.P.Wormeley .  Bost. 

Roberts,  1890  ^1887,  .  307p.l9cm. 

Translation  of  La  recherche  de 
l’absolu,  which  is  also  translated 
under  the  titles:  The  alchemist  & 

The  quest  of  the  absolute  (B198r2). 


(To  be  arranged  under  Balzac,  according  to  it3  own  title) 

B198r  Balzac,  Honor £  de. 

...(Tlie)  alkahest;  or,  The  house  of 
Claes;  tr.  by  K.P.Wormeley, 

For  full  entry  for  this  book  see 
card  under  Balzac,  arranged  by  the  title 
of  the  original  work;  *> 

'""'(La)  recherche  de  l’al^solu. 

This  reference  card  bears  the  call  number  and  should 
be  traced  on  the  main  card;  e«g#  Extra  card  under  Balzac  - 
The  alkahest. 
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PSEUDONYMS  ETC. 
INITIALS 


Directions 
1  Pseudonyms 


a)  DEFINITION.  See  A.L.A.  rules,  pref.p.15  and  Cutter,  p.21. 

b)  ENTRY.  Read  A.L.A.  rules  38;  Cutter  7,  97,  204-5;  and 
Hitchler,  p.10-12.  For  class  work  foil low  stenciled  directions. 

Enter  under  the  best  known  form,  whether  pseudonym  or  real 
name.  In  case  of  doubt  use  the  real  name,  as  it  will  probably  tend 
to  become  more  familiar.  If  entry  is  made  under  pseudonym  write  the 
name  according  to  the  rules  for  entry  under  an  author’s  real  name 
except  that  all  titles  of  honor  used  in  the  pseudonym  should  be  in¬ 
cluded  on  the  cards,  even  though  they  are  such  as  would  not  ordi¬ 
narily  be  used  in  author  headings.  One  centimeter  after  the  name 
and  any  titles  of  honor  which  may  be  used  write  the  abbreviation 
pseud. 

Do  not  give  the  real  name  in  the  heading,  as  it  seems  doubtful 
whether  to  the  person  who  looks  under  the  pseudonym  the  real  name 
is  of  sufficient  interest  to  justify  the  extra  work  of  writing  it 
on  all  cards.  For  a  writer  of  whose  works  the  library  is  likely  to 
have  a  large  number,  and  in  other  cases  when  convenient,  a  guide 
card  giving  the  facts  might  well  be  used  at  the  beginning  of  the 
works,  e.g.  Craddock,  Charles  Egbert,  pseud,  of  Mary  Noailles 
Murfree.  As  the  guide  card  is  written  only  oricje  both  pseudonym  and 
real  name  should,  be  written  in  full. 

Probably  to  readers  looking  under  the  pseudonym  the  real  name 
would  be  of  less  value  than  to  the  users  of  the  other  cards  for  the 
same  book,  and  if  in  any  library  it  is  found  that  on  any  of  the 
cards  the  real  names  are  of  value  they  should  regularly  be  added  on 
all  cards  for  authors  entered  under  pseudonym,  using  for  the  real 
name  the  secondary  fulness,  with  titles  of  honor,  not  inverted;  e.g. 
on  the  main  card: 


(See  next  page) 
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Craddock,  Charles  Egbert,  p3eud.  of  LI. 
N.  Mur free. 


on  added  entry  cards: 


(The)  storm  centre:  a  novel.  1905. 

Craddock,  C.E.  pseud,  of  M.N.  Murfree. 

Probably,  however,  if  the  real  name  was  well  enough  known  to 
add  to  the  value  of  the  cards  the  entry  would  be  made  under  the 
real  name  instead  of  under  the  pseudonym. 

When  a  book  published  under  a  pseudonym  is  entered  under  the 
real  name  do  not  add  the  pseudonym  in  the  heading  but  give  it  as  a 
part  of  the  title,  not  inverted,  using  the  same  fulness  as  on  the 
title-page,  with  titles  of  honor  *  retaining  even  those  which  would 
not  be  used  in  headings  for  real  names.  The  objection  to  adding  the 
pseudonym  in  the  heading  is  that  while  the  headings  for  all  the 
books  of  an  author  should  be  uniform,  sometimes  the  same  author 
publishes  some  books  under  one  pseudonym,  some  books  under  another 
and  some  books  under  his  own  name.  The  inclusion,  in  the  title,  of 
a  pseudonym  used  on  the  title-page  of  that  special  book  or  edition 
represents  the  facts  more  exactly. 

Sometimes  both  the  real  name  and  the  pseudonym  are  given  on 
the  title-page.  In  such  cases  enter  under  the  real  name.  Include 
the  pseudonym  in  the  title  if  it  is  given  conspicuously  on  the  title- 
page  but  not  if  it  is  given  in  small  type,  subordinate  to  the  real 
name  and  merely  intended  to  identify  the  author  with  the  writer  of 
other  books  published  under  the  pseudonym. 

c)  DOUBLE  ENTRY.  A  possible  treatment  for  all  authors  or  for 
very  prominent  authors  is  to  make  double  entry;  e.g.  main  entry  under 
the  real  name,  with  a  brief  entry,  one  line  to  a  title,  under 
pseudonym,  with  results  resembling  a  series  card;  e.g.  main  entries 
for  George  Sand’s  books  might  be  made  under  her  real  name,  Dudevant, 
Mme.  Amantine  Lucile  Aurore  (Dupin),  with  brief  added  entries  under 
the  pseudonym;  e.g. 

Sand,  George,  pseud. 

S213m  Hauprat.  1898. 

S213b  The  bagpipes.  1900 

S213s  The  snow  man.  {°1870-98.j 

If  call  number  consists  of  both  class  and  book  number  it  is  to  be 
written  on  a  single  line  as  917.3  L45,  not  9X7.3 

L45 
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d)  NAME  REFERENCES.  If  entry  is  made  under  pseudonym, 
reference  should  be  made  to  this  from  the  real  name;  e.g. 

Murfree,  iiary  Noailles,  see 
Craddock,  Charles  Egbert,  pseud. 

If  entry  is  made  under  real  name  reference  should  be  made  to 
this  from  the  pseudonym,  e.g. 

Twain,  Hark,  pseud.  see 
Clemens,  Samuel  Langhorne. 

If  a  pseudonym  is  likely  to  be  looked  for  under  the  first  as 
well  as  the  last  part  a  reference  from  the  former  also  should  be 
made,  e.g.  it  might  be  found  desirable  to  say  in  addition  to  the 
reference  above: 

Hark  Twain,  pseud.  see 

Clemens,  Samuel  Langhorne . 

e)  TITLE  CARLS.  Title  cards  should  regularly  be  made  for 
books  published  under  pseudonyms,  i.e.  those  books  in  which  the 
pseudonym  alone  represents  the  author  on  the  title-page,  or  those 
books  in  which  both  pseudonym  and  real  name  are  given  but  the 
pseudonym  is  the  more  prominent.  This  rule  includes  books  of  which 
the  titles  are  not  distinctive  and  for  which  title  cards  would  not 
ordinarily  be  made,  but  the-  following  classes  may  be  excepted: 

(1)  Individual  biographies  whose  titles  begin  with  the 
forenames  of  the  biographee,  the  subject  card  under  the  surname 
of  the  biographee  being  sufficient. 

(2)  Other  books  whose  titles  begin  with  a  peraonal  name  under 
which  some  other  added  entry  is  made,  e.g.  the  name  of  an  editor. 


2  Pen  names  which  are  parts  of  real  names 

If  a  \?riter  publishes  his  books  under  a  part  of  his  real  name 
it  can  not  properly  be  called  a  fictitious  name  and  therefore  should 
not  be  labeled  "pseud."  but  reference  should  be  made  as  in  the  case 
of  pseudonyms  from  the  form  not  used  for  entry  to  the  one  preferred, 
the  entry  generally  being  under  the  full  name. 

If  the  pen  name  appears  as  a  part  of  the  author  heading  it  is 
unnecessary  to  repeat  it  in  the  title  of  the  book. 

Title  cards  should  be  made  as  in  the  case  of  pseudonymous  books. 
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3  Sobriquets,  nicknames  etc. 
See  A.L.A.  rules  39. 


4  Initials 

a)  ENTRY:  AUTHOR’S  NAME  KNOWN.  I£  a  book  is  published  under 
initials  but  the  author's  name  is  known  make  main  entry  as  usual 
under  his  name,  bracketing  the  parts  of  the  name  which  are  supplied. 

Hake  two  references  to  his  name 

(1)  from  the  initials  in  title-page  order,  and 

(2)  from  the  initials  arranged  with  the  last  of  the  initials  as 
given  on  the  title-page,  written  first  on  the  cards;  e.g. 

A. L. 0.23.  see 

Tucker,  Charlotte  Maria. 

also  on  another  card 

E. ,  A.L.O .  see 
Tucker,  Charlotte  Maria. 

b)  ENTRY :  AUTHOR’S  HALE  UNKNOWN.  Read  A.L.A.  rules  115, 

Cutter  96,  making  main  entry  for  the  book  (when  the  author’s  name 
is  not  known)  under  the  initials  inverted,  as  directed  in  Cutter. 
Hake  reference  to  the  inverted  arrangement  of  initials  used  as  a 
heading,  from  the  initials  in  title-page  order.  Leave  space  after 
any  initial  on  any  card  where  the  name  would  be  written  out  if 
known,  on  the  same  principle  observed  in  leaving  space  on  cards 
where  for  an  .author’s  forenames  only  the  initials  are  known.  See 
sample  cards . 

If  the  author’s  name  is  found  later  fill  it  in  on  cards  al¬ 
ready  made,  according  to  regular  rules  for  author  and  secondary 
fulness.  In  addition  to  the  reference  made  from  the  initials  in 
title-page  order,  make  a  reference  from  the  initials  with  the  last 
of  the  title-page  initials  written  first,  corresponding  to  the 
order  in  which  they  were  written  on  the  original  main  entry.  In 
the  group  of  initials  from  which  reference  is  made  it  is  not 
necessary  to  leave  space  between  the  initials,  as  the  names  are  not 
to  be  filled  in. 

c)  TITLE  CARDS.  Title  cards  are  to  be  made  for  books  pub¬ 
lished  under  initials,  asterisks  etc.  according  to  the  directions 
for  pseudonymous  books  (le  above). 


5  Sample  card 3 
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Book  entered  under  pseudonym,  real  name  not  known 


808.8  Clotho,  pseud.  comp. 

C64  Prosit:  a  "book  of  toasts...  San 

Fran.  Elder  t  °1 904  j .  134p.20cm. 


808.8  Toasts. 

C64  Clotho,  pseud.  comp. 

Prosit:  a  hook  of  toasts...  San 
Fran.  Elder t c1904 ] .  134p.20cm. 


!  808.8  Prosit:  a  hook  of  toasts.  tc1904.j 

!  064  Clotho,  pseud.  comp. 


Book  published  under  pseudonym  hut  entered  under  real  name 


817  iClemens,  Samuel  Langhorne . ] 

C625t  (a)  tramn  abroad;  by  Mark  Twain  ipseud.  jj 

IT. Y.  Harper  1 01879-99  2v.in  1, 

pi .20 .5cm. 


817  (A)  tramp  abroad.  tc1879-99. j 

C625t  iClemens,  S.L.j 

i 


Twain,  Mark,  pseud. 
Clemens,  Samuel  Langhorne . 


see 


.Book  entered  under  pseudonym,  with  reference  from  real  name 


I 

t  H682r 


Hobbes ,  John  Oliver, 
Robert  Orange. 

34 lp .19cm. 


pseud . 

21.  Y.  Stokes  tc1899].  j 


I 

I  H682r 

I 


Robert  Orange.  i°1899.  j 
Hobbes,  J.O.  pseud. 


Craigie,  Mrs  Pearl  Mary  Teresa  (Rioh- 
ards)  see 

Hobbes,  John  Oliver,  pseud. 

Book  published  under  initials,  author’s  name  not  found 


1  811  C. ,  E.  H. 

j  0,  (The)  chaplet:  a  collection  of  poems... 

ed.  by  H.D.  Moore,  Phil.  Wilson, 1846. 
120p . 20 om. 


811  (The)  chaplet:  a  collection  of  poems. 

C  1846. 

C. ,  E.H. 


PH  Moore,  H.  D.  ed. 

C  C.,  E.H. 

(The)  chaplet:  a  collection  of  poems. 
1846. 
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•  E.H.C.  see 

j  C.,  E.  H. 

•r 

Book  published  under  initials,  name  found 


| 

i 


|  365  IT tevill]  ,  W[illiam]  Bteau champ  3  lord.  j 
j  N52  Pe/nal  servitude...  1T.Y.  Putnam,  j 

\  1903.  3C8p.19.5om.  j 


f  365  Prisons .  { 

i  N52  2T;<$villj,  William]  Beauchamp  j  lord.  | 
Penal  servitude...  1T.Y.  Putnam,  j 
j  1903.  308p .19.5cm.  | 


365  Penal  servitude.  1903. 

1T52  H  tevill],  William]  Beauchamp  ]  lord.  | 


W.B.2T.  see 

ITevill,  William  Beauchamp,  lord. 


IT.  ,  W.B .  see 

Kevill,  William  Beauchamp,  lord. 
I 


Notice  that  in  this  sample  secondary  fulness  is  the  same  as 
author  fulness;  ITevill  being  the  title,  Beauchamp  the  family  name. 


Nil- 125 


"I Tew  York'  Sta/te  .Lib.rary'  School 


Junior  cataloging 
Jennie  D.  Fellows 


List  9 

anonymous  BOCKS 

COLLECTIONS  UNDER  TITLE 
Directions 
1  Anonymous  books 

a)  DlBFINITIOH.  See  A.L.A.  rules,  pref.p.  13;  Cutter,  p.13 
(note  the  words  "in  the  title")  and  Hitchler,  p.40. 

b )  TREATMENT.  See  A.L.A.  rules  112-13,  116;  Cutter,  120-22. 

For  class  work  follow  Cutter  (omitting  the  fine  print  paragraph  under 
12l)  except  for  some  slight  variations  included  in  the  following 
rules . 

The  treatment  of  anonymous  books  author  found  does  not  differ 
in  the  form  of  the  cards  from  the  treatment  of  books  from  the 
beginning  of  the  course,  the  main  entry  being  made  under  the 
author’s  name  and  such  parts  of  the  name  bracketed  as  are  not  given 
in  the  title  of  the  book,  in  the  case  of  anonymous  books  the  brackets 
being  placed  around  the  entire  name.  (Exception.  For  sacred  books, 
anonymous  classics  and  corporate  headings,  to  be  treated  later, 
brackets  are  not  used  to  show  that  the  name  is  not  given  in  the 
title  of  the  book.) 

Phrases  in  the  title  of  the  book,  identifying  the  author,  may 
be  included  or  omitted  from  the  title  on  the  cards  for  books  of 
which  the  author  is  found,  according  to  the  cataloger’s  judgment  as 
to  their  importance.  Although  these  phrases  represent  the  author’s 
name  and  information  about  the  author,  it  is  better  to  use  ...  to 
indicate  their  omission  either  wholly  or  in  part. 

Title  cards  should  be  made  in  all  cases  except  as  indicated 
in  Cutter. 

Author  not  found.  The  treatment  of  anonymous  books  for  which 
the  author  is  not  found  does  not  dffer  in  principle  from  that  in 
previous  work.  Since  the  author’s  name  is  unknown  it  is  obviously 
impossible  to  make  the  main  entry  under  his  name,  but  the  top  line, 
being  the  regular  place  for  his  name,  is  left  blank  (except  for  the 
call  number)  in  order  that  the  name  may  be  filled  in  later  if  found. 
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The  title  is  written  in  its  regular  place  cn  the  second  line, 
inner  indention,  and  as  this  is  the  main  card,  the  regular  rules 
for  title,  imprint  and  collation  for  main  cards  are  followed, 
accession  numbers  and  tracing  being  give'n  on  the  back. 

Added  entry  cards,  e.g.  for  subjects,  editors  etc.  are  made 
as  usual,  leaving  a  blank  line  in  the  regular  place  for  the  author’s 
name,  except  on  series  cards,  and  inside  the  (  )  in  analytics  (to 
be  taken  up  later). 

Phrases  in  the  title  of  the  book,  furnishing  a  clue  to  the 
identity  of  the  author,  should  be  included  on  the  cards  for  books 
of  which  the  author  is  not  found;  e.g.  "by  a  member  of  Congress", 

"by  the  author  of  - If  several  books  are  mentioned  as  the 

work  of  the  author  only  the  first  the  best  known  need  be  given 

on  the  cards,  the  other  titles  being  represented  by  ... 

If  the  anonymous  book  is  first  cataloged  without  author’s 
name  and  the  name  is  afterwards  found,  this  name  should  be  filled 
in,  in  its  regular  place  on  all  cards,  following  the  regular  rules 
for  author  and  sesondary  fulness. 

As  the  main  card  for  an  anonymous  book  with  author  not  found 
is  filed  under  its  title  no  other  title  card  is  necessary  but  if 
the  author  is  later  found  and  filled  in  a  new  card  in  the  regular 
form  for  a  title  card  should  be  made,  subject  to  the  exceptions 
mentioned  in  Cutter. 

Anonymous  biography.  For  anonymous  biography  author  not 
found,  if  the  title  names  the  biographee  treat  the  subject  card 
under  his  name,  inverted,  as  the  main  card,  unless  the  title  is 
distinctive.  In  the  latter  case  or  if  the  biographee  is  not  named 
in  the  title  make  the  main  entry  undor  the  title  as  for  other 
anonymous  books,  author  not  found. 

If  the  title  is  such  that  the*entry  is  made  under  subject 

(e.g.  "Life  of  _ ",  "Biography  of  _ "  >  ''Memorial  of  - ’’ , 

"Tribute  to  - ")  the  title  card  is  to  be  omitted. 

Cn  the  back  of  the  main  card,  whether  under  title  or  subject, 
should  be  given  the  accession  numbers  and  the  tracing  of  any  other 
entries  for  the  book. 

Anonymous  books  -  By  the  author  of.  See  A.L.A.  rules  114. 

The  added  entry  under  the  title  referred  to  is  to  be  in  the  form 
of  a  series  card,  one  title  to  a  line  as  suggested  under  the 
stenciled  directions  for  pseudonyms,  e.g.  supposing  that  the  author 
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of  "Elizabeth  &  her  German  garden"  was  unknown,  we  might  have 
such  an  added  entry  card  as 
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E43a 
i  E43p 
1  E43e 
!  E43b 


Elizabeth  h  her  German  garden,  Author 
of. 

Adventures  of  Elizabeth  in  RUgen. 

1904  ! 

Princess  Priscilla’s  fortnight. 

1905. 

Elizabeth  &  her  German  garden. 

1900. 

The  benefactress.  1901. 


making  the  main  entry  for  each  book  under  its  own  title  with  the 
note : 

For  other  works  by  the  same  author  see  'Elizabeth  & 
her  German  ga,rden,  Author  of. 

When  this  note  is  given  it  would  be  more  convenient  to  have  it 
on  the  main  card  than  on  a  separate  card  as  seems  to  be  implied  by 
the  A.L.A.  rule,  but  while  the  added  entry  is  to  be  made  in  each 
case  for  books  falling  under  this  rule  the  note  should  not  be  given 
until  other  books  are  listed  under  the  same  added  entry  heading. 

Occasionally  in  the  case  of  authors  who  have  been  identified 
but  who  have  published  many  of  their  books  under  a  phrase  identify¬ 
ing  them  with  a  special  title  a  reference  from  this  t  tie  may  be 
convenient,  as 

Schonberg-Cotta  family,  Author  of,  see 
Charles,  Mrs  Elizabeth  (Rundle). 


2  Collections  under  title 

When  articles  written  separately  by  several  authors  are 
published  together  under  a  collective  title  but  there  is  no 
recognized  editor  or  editing  body  or  compiler,  treat  as  anonymous 
book,  author  not  found,  leaving  a  blank  line  in  the  place  for  the 
author’s  name,  even  though  you  do  not  expect  ever  to  fill  in  a 
name.  (Since  these  books  are  not  numerous  it  is  more  convenient  to 
treat  them  like  books  for  whi ch  there  is  prospect  of  filling  in  the 
name.)  These  books  are  not  to  be  confused  with  cases  of  joint 
authorship,  where  the  work  of  each  individual  is  generally  not 
specified . 
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For  these  collective  works  the  names  of  the  several  authors 
may  he  given  in  the  title,  in  a  note  or  in  contents ,  on  main  oard 
or  subject  card  or  both,  according  to  the  judgment  of  the 
cataloger.  It  is  not  necessary  to  use  the  same  form  on  both  main 
and  subject  cards,  e.g.  the  authors’  names  might  be  given  in  title 
or  note  on  main  card  and  in  contents  on  subject  card  but  the  main 
card  and  generally  the  subject  cards  should  give  either  a  complete 
or  a  partial  list  of  the  authors.  In  the  case  of  a  partial  list 
the  name  of  the  first  author  should  be  mentioned  and  such  others 
as  seem  specially  important,  the  remaining  authors  being  represented 
by  the  phrase  "&  others". 

If  the  names  of  the  authors  are  given  in  the  title  of  the 
book  and  omitted  either  wholly  or  in  part  from  the  title  on  cards 
the  omission  should  be  indicated  by  ...  (This  does  not  apply  to 
shortening  to  secondary  fulness.)  In  title  use  secondary  fulness 
on  basis  of  form  in  the  book  except  for  married  women,  for  whom 
it  is  better  to  treat  the  maiden  name  like  given  names;  i.e.  initial 
without  (  ).  If  the  phrase  "&  others"  is  supplied  in  title  it 
should  be  bracketed.  If  a  partial  list  of  authors  is  given  in  a 
note,  ...  need  not  be  us4d  for  the  omissions,  nor  t  j  placed  around 
the  phrase  "&  others". 

Example  of  a  book  by  several  authors,  to  be  cataloged 
under  collective  title 

Briton  and  Boer 

both  sides  of  the  South  African  question 

ty 

James  Bryce,  Sydney  Brooks,  a  diplomat,  Dr.  F.V. 

Engelenburg,  Karl  Blind,  Andrew  Carnegie,  Francis 

Charmes,  D.C.  Boulger,  ilax  Kordau. 

(This  book  consists  of  separate  articles  reprinted  from 
the  Eorth  American  review. ) 
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CONTENTS 

INCOMPLETE  V70RKS 


Directions 
1  Contents 

a)  WHEN  GIVEN.  Read  A.L.A.  rules  167;  Cutter,  281-83; 

Hitchler,  p.15. 

b)  WHERE  GIVEN.  When  brief,  give  on  main  card  and  all 
subject  cards;  in  other  cases  give  on  cards  where  most  useful.  When 
not  given  on  both  main  card  and  subject  cards  refer  from  the  cards 
where  the  contents  are  not  given  to  the  card  or  cards  where  they 
are;  e.g.  if  given  on  the  author  card,  say  on  the  subject  card  "For 
contents  see  entry  under  author’s  name".  If  contents  are  given  on 
only  the  subject  cards,  say,  for  example,  on  the  author  card  "For 
contents  see  entry  under  subject  heading  Charities.  Collections  or 
Sociology.  Collections"  (adding,  in  red,  to  the  general  part  of  the 
direction,  the  specific  headings  under  which  the  contents  are  given). 
Rubber  stamps  for  "Contents"  and  for  these  general  reference s  are 
desirable,  both  for  distinctness  and  as  a  saving  of  time. 

c)  INCLUSION  AND  FORM.  Generally  omit  introductory  chapter 
unless  for  some  reason  specially  important.  Contents  may  be  taken 
from  title-page,  table  of  contents,  or  chapter  headings.  The  wording 
may  be  shortened  by  the  omission  of  unimportant  phrases,  even  at 
beginning  of  chapter  titles.  Do  not  use  ...  for  omissions.  Usually 
omit  titles  of  honor  in  contents,  but  use  Mrs,  as  the  names  or 
initial's  following  are  sometimes  those  of  the  writer’s  husband,  not 
of  the  writer  herself.  Sometimes  also  it  is  better  to  use  other 
titles  (such  as  would  be  given  in  author  headings)  if  they  add  weight 
to  the  authority,  e.g.  chapters  on  military  or  naval  subjects  by 
generals,  admirals  etc.  Titles  of  nobility  are  often  to  be  given 
when  they  precede  the  name.  The  form  of  personal  names  should  be 

the  one  given  in  that  part  of  the  book  from  which  the  contents  are 
taken,  but  may  Often.be  shortened;  e.g.  for  subjects  of  chapters  the 
full  form  (if  given  in  the  book)  may  be  used,  or'secondary  fulness, 
or,  in  the  case  of  persons  so  well  known  that  there  would  be  no 
question  as  to  identity,  the  surname  only.  For  authors  of  chanters 
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generally  use  secondary  fulness  on  basis  of  form  in  the  book,  except 
that  for  married  women  it  is  better  to  treat  the  maiden  name  like 
given  names;  i.e.  use  initial  without  (  ). 

d)  ARRANGEMENT .  The  paragraph  arrangement  recommended  by 
the  A.L.A.  rules  has  the  advantage  of  compactness,  but  if  the 
alphabetic  arrangement  suggested  in  the  footnote  is  adopted,  for 
authors,  for  subject-s,  or  (as  in  a  volume  of  short  stories)  for 
titles,  the  advantage  of  distinctness  is  on  the  side  of  arrangement 
in  columns,  the  same  being  true  for  division  by  letters  of  the 
alphabet  for  different  volumes  of  cyclopedias  etc.  or  for  division 
by  dates  for  volumes  divided  on  a  chronologic  basis.  Even  when  the 
order  of  chapters  in  the  book  is  followed  and  the  contents  are 
arranged  by  title  it  is  better  from  the  standpoint  of  clearness  to 
give  a  separate  line  to  each  title  if  at  all  distinctive.  If  the 
paragraph  arrangement  would  make  it  possible  to  write  on  the  first 
card  contents  wh:ch  would  otherwise  run  over  the  card,  prefer  in 
general  the  paragraph  arrangement.  Otherwise  prefer  in  general  the 
column  arrangement .  Column  arrangement  is  specially  valuable  for 
sets  of  works  like  Shakespeare  or  Scott,  when  covering  many  volumes, 
as  it  enables  the  reader  to  find  readily  any  desired  title  with  the 
number  of  the  volume  in  which  it  is  published,  e.g. 


822.33  Shakesneare ,  William. 

J  Works;  ed.  by  W.A.  Wright.  N.Y. 

Macmillan,  1894-95.  9v.23.5cm.  (-Cam^ 

bridge  Shakespeare . ) 

Contents : 

v.3  All's  well  that  ends  well. 
v.8  Antony  &  Cleopatra. 
v.2  As  you  like  it . 
v.l  Comedy  of  errors. 
v.6  Coriolanus 

v.8  Cymbeline,  I 

etc. 

Eor  naragranh  arrangement  for  same  set  see  A.L.A.  catalog, 
pt.l,  p.221. 


e)  POSITION.  Write  or  stamp  the  word  "Contents"  at  inner 
indention,  on  the  line  following  the  collation  or  series  note  or 
any  miscellaneous  notes  which  may  be  given.  Begin  the  statement  of 
the  contents  on  the  line  below  the  word. 
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f)  INDENTION.  When  paragraph  arrangement  is  used  begin  at 
inner  indention,  coming  to  outer  indention  for  subsequent  lines-. 

When  column  arrangement  is  used  begin  each  item  of  contents  at 
inner  indention.  For  subsequent  lines  either  return  to  inner  in¬ 
dention  or  indent  one-half  centimeter  further  to  make  beginning  of 
each  item  stand  out  more  clearly. 

In  paragraph  arrangement,  volume  numbers  etc,  are  included  as 
a  part  of  the  paragraph;  in  column  arrangement  they  are  written 
between  the  vertical  rules.  An  intermediate  treatment  is  to  regard 
the  contents  of  each  volume  as  a  single  item,  placing  the  volume 
number  between  the  vertical  rules  and  keeping  the  contents  of  that 
volume  at  the  inner  ruling.  With  this  treatment  the  further  one- 
half  centimeter  indention  is  not  of  value,  as  the  volume  number  is 
the  feature  of  the  division. 

g)  PUNCTUATION.  For  illustrations  of  punctuation  see  the 
following  samples: 

Y/ork  by  a  single  author  in  one  volume;  paragraph 
arrangement  in  order  of  book 


—  - - - - - ■■  ■  ■  . . — ■  ■■  . .  -i 

D263e  Davis,  Richard  Harding. 

(The)  exiles,  &  other  stories... 

N.Y.  Harper,  1903t°1894}.  221p  .pi  .port  .1 

20cm. 

Contents : 

The  exiles;  The  writing  on  the  wall; 
The  right  of  way;  His  bad  angel;  The  boy  1 
orator  of  Zepata  City;  The  romance  in  the 
life  of  Hefty  Burke;  An  anonymous  letter. 


Same,  alphabeted  by  title  in  a  column 


D263e  Davis,  Richard  Harding. 

(The)  exiles,  &  other  stories... 

N.Y.  Harper,  1903tc1894].  221p.pl .port . 

20  cm. 

Contents : 

An  anonymous  letter 

The  boy  orator  of  Zepata  City. 

The  exiles. 

His  bad  angel. 

The  right  of  way . 

The  romance  in  the  life  of  Hefty 
Burke . 

The  writing  on  the  wall. 
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Y/ork  "by  a  single  author,  in  two  volumes;  paragraph 
arrangement 


301  Sociology. 

S93  Stuckenberg ,  J.K.W. 

|  Sociology,  the  science  of  human  soci¬ 
ety.  itf.Y.  Putnam, 1903.  2v.22cm. 

Contents : 

'  v.l,  Definition;  Relation  of  sociolo¬ 

gy  to  the  special  social  sciences;  Nature 
of  society;  Social  evolution,  v.2,  Three 
great  eras  of  social  evolution;  Sociolog¬ 
ical  ethics. 


Same  work;  column  arrangement,  regarding  the  con¬ 
tents  of  each  volume  as  a  single  item 


|301  Sociology. 

S93  Stuckenberg,  J.K.v/. 

Sociology,  the  science  of  human  soci-  j 
ety.  17. Y.  Putnam, 1903.  2v.22cm. 

Contents : 

v.l  Definition;  Relation  of  sociology  to  j 
the  special  social  sciences;  Nature  of’ 
society;  Social  evolution. 
v.2  Three  great  eras  of  social  evolution; 
Sociological  ethics.  j 


Work  in  one  volume  by  more  than  one  author;  para¬ 
graph  arrangement 

j - 1 - 

104  Philosophy.  Addresses,  essays,  lec- 

S93  tures. 

Stujpt ,  H.C.  ed. 

Personal  idealism:  philosophical  es-  ’ 
says  by  eight  members  of  the  University  ofi 
Oxford.  Lond.  Ilacmi 1 lan ,1902 .  404p. 

23  cm. 

Contents:  , 

Error,  by  G.F. Stout;  Axioms  as  postu-  ; 
lates,  by  P.C.S.  Schiller;  The  problem  of  ; 
freedom  in  its  relation  to  psychology,  by 
W.R.B.  Gibson;  The  limits  of  evolution,  by 
G.E.  Underhill;  Origin  &  validity  in 


See  next  card 


104  ethics,  by  R.R .  Marett;  Art  &  personal- 

893  ity,  by  H.  Sturt;  The  future  of  ethics,  ! 

effort  or  abstention?  by  P.W.  Bussell; 
Personality,  human  &  divine,  by  H.  Rash- 
dall. 


Same,  alphabeted  by  authors;  column  arrangement 


104 

S93 


1 


Philosophy.  Addresses,  essays,  lec¬ 
tures  . 

Sturt,  H.C.  ed. 

Personal  idealism:  philosophical  es¬ 
says  by  eight  members  of  the  University 
of  Oxford.  Lond.  Macmillan , 1902 . 

404p ,23cm. 

Contents : 

Bussell,  P.\7.  The  future  of  ethics, 
effort  or  abstention? 

Gibson,  W.R.B.  The  problem  of  free¬ 
dom  in  its  relation  to  psychology. 
Marett,  R.R.  Origin  <5c  validity  in 


See  next  card 


J 


104  ethics. 

|S 93  Rashdall,  H.  Personality,  human  & 

divine . 

Schiller,  F.S.S.  Axioms  as  postu¬ 
lates  . 

Stout,  G.F.  Error. 

Sturt,  H.  Art  &  personality. 

Underhill,  G .E .  The  limits  of  evo¬ 
lution  . 
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Work  in  more  than  one  volume  by  more  than  one 
author;  paragraph  arrangement 


428 

IM91  Mother  tongue,  book  1-3.  Best. Ginn, 

1900-02.  3v.l9cm. 

Contents : 

Bk.l,  Lessons  in. speaking,  reading  & 
writing  English;  by  S.L.  Arnold  &  G.L. 
i  Kittredge.  Bk.2,  Elementary  English  gram¬ 

mar;  by  G.L.  Kittredge  &  S.L.  Arnold.  Bk.3, 
Elements  of  English  composition;  by  J.H. 
Gardiner,  G.L.  Kittredge  6b  S.L.  Arnold. 


h)  Substitutes  for  contents.  (l)  If  contents  are  given  on 
title-page  as  a  part  of  tlie  title  and  are  not  too  long  they  may 
often  be  given  in  the  samw  way  on  the  cards  instead  of  as  a  separate 
item;  e.g. 


304  Gladden,  Washington,  D.D. 

|G54  Social  facts  L  forces:  the  factory, 

the  labor  union,  the  corporation,  the  rail¬ 
way,  the  city,  the  church.  N.Y.  Putnam, 
1897.  235p.19.5cm. 


(2)  When  authors  are  well  known  but  chapter  headings  do  not  add 
materially  to  knowledge  concerning  the  contents  of  the  book,  the 
important  part  of  the  information  may  be  given  in  a  note,  in  some 
such  form  as:  With  chapters  by  Charles  Darwin,  John  Jiske  &  T.H. 
Huxley . 

(3)  Eor  illustration  of  another  form  of  condensing  contents  in  a 
note  compare  on  accompanying  list  of  books  to  b  cataloged,  the  note 
under  Carlyle  -  On  heroes,  with  the  table  of  contents  in  the  book. 


2  Incomplete  works 

Incomplete  works  may  come  into  a  library  in  various  ways,  some¬ 
times  through  the  gift  of  sets  of  which  one  or  more  volumes  are 
lacking,  most  frequently  through  the  publication  of  a  work  in 
volumes  or  parts  issued  at  more  or  less  regular  intervals. 
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Periodicals  and  similar  publications,  which  are  planned  to  continue 
indefinitely , will  be  taken  up  later,  the  present  list  dealing  only 
with  books  which  have  certain  definite  limits. 

The  distinctive  feature  in  the  treatment  of  incomplete  works 
is  the  use  of  pencil  in  recording  any  information  which  is  liable  to 
change,  such  changes  occurring  most  frequently  in  the  imprint  date 
and  statement  of  volumes. 

If  the  library  has  the  larger  part  of  a  set,  including  the 
first  and  last  volumes,  it  will  generally  be  best  to  catalog  the 
set  as  though  it  were  complete,  adding  a  note  in  pencil  of  the  miss¬ 
ing  volumes,  e.g.  for  a  set  of  17  volumes,  of  which  v.3-4,  8  and  11 
are  lacking,  give  17v.  in  the  collation  and  add  in  a  pencil  note 
Wanting:  v.3-4,  8,  11.  Such  notes  should  always  be  in  pencil,  in 
order  that  they  may  be  easily  erased  when  no  longer  needed.  If  in 
a  set  of  17  volumes  v.2-4  and  17  we re  lacking  it  would  be  better  to 
give  in  the  collation  in  pencil,  in  the  volume  place,  v.1-2  &  5-16, 
using  pencil  also  for  the  last  imprint  date  if  the  imprint  dates  of 
different  volumes  differ,  as  the  date  of  the  last  volume  when  pub¬ 
lished  may  be  still  different.  If  all  the  volumes  in  the  library  at 
the  time  of  cataloging  have  the  same  imprint  date,  sufficient  space 
should  be  left  after  this  date  on  the  card  to  allow  for  a  change  if 
necessary.  If  the  first  volume  of  the  set  is  lacking,  the  first 
imprint  date  or  the  last  one  or  two  figures  of  this  date  should  be 
in  pencil  unless  it  is  known  that  v.l  was  published  in  that  year. 

On  added  entry  cards  pencil  cataloging  should  correspond  to  that 
on  main  cards  for  imprint  date  and  volume  numbers.  Also  pencil 
note  should  be  given  for  missing  volumes  if  the  set  is  cataloged  as 
though  complete. 

Contents  in  incomplete  works  are  more  often  important  than  in 
complete;  e.g.  if  a  cyclopedia  in  process  of  publication  has  appeared 
only  as  far  as  II  it  is  a  convenience  for  thfc  reader  who  wants  some¬ 
thing  in  R  to  have  the  facts  given  him  on  the  card.  In  such  a  case 
the  most  convenient  form  would  be  a  pencil  note,  e.g.  v.1-4,  A-K. 

In  such  a  work  as  Murray’s  dictionary,  which  comes  out  in  irregular 
parts  as  they  are  finished,  a  more  detailed  statement  is  necessary, 
e.g.  in  collation,  in  pencil,  v.1-5;  v.6,  pt  1-4;  v.7,  pt  1-2;  v.8, 
pt  1;  with  pencil  note  in  form  of  contents 
v.1-5  A-K 
v.6,  pt  1-4  L-Lock. 
v.7,  pt  1-2  O-Outing. 
v.8,  pt  1  Q. 

In  works  arranged  alphabetically  such  notes  may  generally  be  given 
in  pencil  since  they  will  seldom  be  needed  after  the  set  is  finished, 
but,  occasionally  a  set  ceases  publication  before  completion  and  in 
such  cases  the  facts  should  be  given  in  ink,  e.g.  for  Sabin's 


Dictionary  of  books  relating  to  America,  collation  in  ink  would 
give,  v.1-19;  v.20,  p.1-196;  with  note  in  ink:  Ends  with  Henry 

Smi th . 

With  histories  and  other  books  arranged  chronologically  the 
period  covered  by  the  different  volumes  is  more  apt  to  be  of  per¬ 
manent  value  than  an  alphabetic  section  of  a  cyclopedia,  and  therefore 
the  contents  may  often,  to  advantage,  be  given  in  Ink,  separately 
for  each  volume  unless  these  are  too  numerous,  leaving  space  for 
missing  volumes,  but  if  th*  volumes  are  numerous  and  are  coming  out 
in  regular  order  the  contents  may  be  condensed  and  given  as  a  note  on 
the  plan  suggested  above  for  cyclopedias;  e.g.  in  the  case  of  Evans’s 
American  bibliography  the  volume  statement  in  the  collation  should  be 
given  in  pencil  as  v.1-6.  The  contents  may  be  given  in  ink  for  each 
volume  as 


Contents: 
v.l  1639-1729. 
v  .2  1730-1750. 

v  .3  1751-1764. 

v  .4  1765-1773. 

v.  5  1774-1778. 

v.  6  1779-1785. 


or  it  may  be  given  in  pencil  as  a  note,  e.g 
v.1-6,  1639-1785. 


In  incomplete  works  the  contents  are  more  likely  than  in  com¬ 
plete  works  to  be  of  equal  value  on  both  the  author  ahd  the  subject 
cards,  as  the  reader  may  be  looking  under  the  author’s  name  for  the 
special  book  or  under  the  Bubject  heading  to  see  just  what  the 
library  has  on  the  subject. 


Main  card:  1st  volume  missing 


828.7  Wordsworth,  William. 


Prose  works...  ed...by  A. 3. 
Grosart...  Lond.  1‘oxon,  1876.  v.2-3 

22.5cm. 


Contents : 

v.l  Wanting  (in  pencil) 
v.2  Aesthetical  <8  literary. 
v.3  Critical  ec  ethical. 


Editor  card  for  same 


- 1 

1828.7  Grosart,  Alexander  Btallochj  D.D. 

;W89  ed. 

Wordsworth,  William. 

Prose  works.  1876.  v.2-3. 


Liain  card:  2d  volume  missing 


;828.7  Wordsworth,  William. 

|W89  Prose  works . . . ed . . .by  A.B.  Grosart... 

Lond.  LCoxon,  1876.  3v.22.5cm. 

Contents : 

v.l  Political  L  ethical 
v.2  Wanting  (in  pencil) 
v.3  Critical  &  ethical 


Editor  card  for  same 


|828. 7  Grosart,  Alexander  Btalloch]  D.D. 

W89  ed  • 

Wordsworth,  William. 

Prose  works.  1876.  3v. 


v.2  wanting  (in  pencil) 


Lew  York  State  Library  School 


ozo  .n  U 

M5?,X 

Junior  cataloging 
Jennie  P  .  Fellows 


LiBt  6 
SERIES 


hire  ctions 
1  definition 

See  A.L.A.  rules,  oref.p.16,  definition  fcr  Series,  1st  para¬ 
graph;  also  definitions  fcr  Series  entry  and  .Series  note  .  See 
also  Cutter  Tj  .  19  and  22,  and  hitohler,  p.  57-58.  When  the  phraseolo  gy 
or  directions  differ  from  th:;se  in  the  a.L.A.  follow  the  a.L.A.  or, 
in  ease  of  still  further  difference,  the  following  stenciled  direo*? 
tions . 


2  Series  notes 

a)  \7HEIT  IaPE.  Give  series  note  for  all  series  falling  under 
t  e  definition  referred  to.  These  n -y  be  designated  in  t.-.e  pub¬ 
lisher’s  language,  by  the  word  "series4’ ,  as  "Pitt  press  series"; 

by  the  word  "library”,  as  "Seaside  library";  or  by  some  similar  word; 
or  a  name  may  be  given  to  the  series  without  including  any  general 
term  of  this  nature,  as  "Story  cf  the  nations" . 

b)  r/!-ZEhE  FOUl'T  .  In  addition  to  the  places  mentioned  in  the 
A.L.A.  rules,  i.e.  at  th°  head  of  the  title-page,  on  the  half-title 
or  on  the  cover,  tr.e  name  of  the  series  may  appear  at  the  head  of  an 
advertising  wage  but  in  such  cases  should  be  used  with  caution,  i.e. 
it  should  be  carefully  considered  whether  the  phrase,  used  is  really 
a  definite  name  for  a  series  or  simply  a  general  descriptive  term; 
e.g.  Historical  n  hbl cations  ,  Stor~.es?  of  adventure  .  If  such  a  list 
appears  with  title  slightly  differing  from  title-page  heading,  half- 
title  or  cover  use  the  latter;  if  first  words  of  title-page  heading 
differ  from  half-title  use  the  best -known  form  if  that  is  clear, 
otherwise  generally  use  the  form  giver:  as  the  _ .alf -title ,  since  tills 
is  more  likely  to  furnish  the  full  information  desirable  on  the 
series  card.  Give  preference  to  a  half-title  or  title-page  heading 
over  title  on  cover,  as  the  latter  v,o.*ld  probably  be  lost  in  a  re¬ 
binding.  Refer  fro.;  an/  known  title  cf  the  series  to  tne  o..-**  fnosen 
if  it  would  alphabet  in  a  different  place.  (This  includes  variations 
in  title  appearing  in  the  book  itself,  and  different  titles  for  the 
sate  series  issued  e.g.  by  b  ;th  American  and  English  publishers.) 


o 


c)  FOPil .  Form  of  name  for  series  in  series  ante  should 
correspond  to  .’ iead ing  used  on  series  card  as  described  belorr,  except 
that  for::  is  often  shortened  for  series  note,  especially  in  respect 

to  t'  e  name  of  the  editor,  ich  is  renuVrly  riven  on  series  c^rd 

bat  omitted  fro::  series  note  except  in  the  re  re  coses  tv  ere  t.  e 
series  is  generally  knom  by  tl  e  editor  '  s  nave.  If  all  the  boohs  of 
a  series  arc  by  the  same  au  hor  and  the  series  card  is  therefore  made 
under  his  na  :e  as  describe:’  belovr,  his  name,  being  given  as  the 
author  heading  for  the  individual  vorks,  need  not  be  re  eate  in  the 
series  note.  In  shortening  for  series  note  do  ..ot  omit  the  first 
t/ords  or  the  significant  art  of  the  title.  If  volumes  of  a  series 
are  numbered  t..e  volu  me  r.u ,:ber  .ay  be  included  at  the  end  of  the 
series  note. 

V/ rite  name  of  series  in  (  )  one  cm.  after  collation  on  .mi in 

card  and  s.h.ject  cards.  Omit  on  other  cards,  ho  not  use  t  j  even 

if  the  name  of  series  does  riot  ooc.r  on  title-page.  Use  abbreviation 
ser.  for  series  in  series  note  unless  t:.e  '  ord  occurs  at  the  begin¬ 
ning  of  t.  e  name,  or  for  some  other  reason  is  3;-eci  illy  prominent. 


3  Series  card 


a)  \7KEII  liADE .  \7hile  series  note  is  used  for  all  series,  make 
series  card  only  for  important  series,  which  are  generally  limited 
to  so  e  specific  subject;  e.g.  Beil's  cathedral  series,  English 
men  of  action.  Story  cf  t  e  nations,  etc.  Do  net  make  for 
publishers’  miscellaneous  series,  such  as  Everyman’s  library, 

Ilor ley’s  universal  library. 

b)  EOF!  I.  See  A.L.A.  rules  12  S ,  first  paragraph,  head  .130 
the  remainder  of  the  section  but  remember  that  it  is  generally  im¬ 
practicable  to  maintain  either  a  nu  .Orical  or  r#  alphabetic  arrange¬ 
ment  in  a  manuscript  or  typewritten  catalog. 

Heading.  Enter  series  of  vciich.  the  editor  is  unknown  under  the 
name  of  the  series;  e.g.  Interactional  scientific  series. 

Usually  enter  a  series  of  oh  t’  e  editor  is  v.,o-  n,  in  t”  e 
same  T'ay ,  with  reference  from  the  editor,  e.g.  nnerican  :en  of 
letters;  ed .  by  C.D.  Varner;  wit*  reference  from  arner ,  Charles 
Dudley,  e.g. 

Varner,  Charles  Dudley,  ed. 

American  men  of  letters 


see 
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(Notice  that  the  editor’s  name  is  given  with  the  name  of  the 
series  in  the  heading  for  the  series  card,  but  is  omitted  in  the 
name  of  the  series  on  the  reference  card,  which  is  an  exception  to 
the  general  rule  for  reference  to  full  form  used  in  headings*) 

Enter  name  of  series  on  ton  line,  outer  indention.  If  the 
heading  occupies  more  than  one  line  use  inner  indention  for  sub¬ 
sequent  lines. 

Include  editor’s  name  when  known  (without  inverting)  in  what 
would  correspond  to  secondary  fulness  of  the  form  as  given  in  the 
book.  Do  not  sunnly  in  this  entry  any  extra  information  which  may 
be  used  on  the  card  to  be  filed  under  the  name  of  the  editor  himself; 
e.g.  if  the  title  reads  "English  men  of  letters;  ed .  by  John  horley" 
use  this  form  and  not  the  information  gained  from  other  sources 
"John  Morley,  1st  viscount  Ilorley  of  Blackburn."  Use,  however,  such 
titles  of  honor  p.s  are  given  in  the  hook  if  they  would  be  used  in  an 
author  heading.  (This  rule  for  the  inclusion  of  titles  of  honor  is 
contrary  to  the  general  practice  regarding  editors’  names  in  book- 
titles,  but  the  editor  in  this  case  is  the  person  responsible  for 
the  series  a.s  a  whole  and  his  professional  titles  may  add  weight  to 
the  value  of  the  series  and  they  would  not  otherwise  appear  on  the 
series  card.) 

Use  semi-colon  after  name  of  series  before  statement  regarding 
editor.  Pollow  phraseology  of  the  book;  e.g.  "Cambridge  modern 
history;  planned  by  Lord  Acton;  ed .  by  a.  ¥/.  Ward,  G.  W.  Prothero, 
Stanley  Leathes"  (or)  "Cambridge  Bible  for  schools  A  colleges;  gen¬ 
eral  editor,  J.J.8.  Perowne."  If  a  case  should  occur  where  the 
arrangement  of  the  lines  was  the  only  indication  of  the  relation  of 
the  person  to  the  series,  supply  the  phrase  "ed.  by"  or  whatever  else 
seemed  most  suitable.  Include  names  of  from  one  xo  three  editors;  if 
more  than  three  give  name  of  first  "A  others".  Do  not  use  t  3  and  ... 
in  heading  on  series  cards  as  there  are  sometimes  variations  in 
different  volumes.  If  variations  appear  after  series  card  is  made, 
make  alterations  only  when  important;  e.g.  an  additional  editor.  In 
case  of  different  editors  at  different  times  give  on  series  card  as 
though  editing  at  same  time. 

Do  not  abbreviate  t.-.e  word  "series ’■  in  the  heading  on  series 
card,  even  if  abbreviated  in  series  note. 

In  very  rare  cases  a  series  might  be  better  known  by  its  editorfe 
name  than  by  its  title.  If  so  make  the  entry  under  the  editor, 
giving  his  name  on  the  top  line,  outer  indention,  author  fulness, 
with  titles  of  honor,  followed  after  one  cm.  space  by  the  abbreviation 
"ed."  On  the  line  below  his  name  begin  the  title  of  the  series  at 
inner  indention,  carrying  it  back  to  outer  indention  if  it  runs  over 


the  line.  If  series  is  entered  under  editor’s  name  reference 
should  be  made  to  this  name  from  the  title  of  the  series. 
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Entries  for  separate  works.  The  entry  for  each  work  entered  cn 
the  series  card  consists  of  its  call  number,  author’s  name,  brief 
title,  imprint  date  (or  its  substitute  as  on  other  short-entry  cards) 
and  number  of  volumes  when  more  than  one.  If  volumes  of  a  series 
are  numbered  this  volume  number  may  also  be  given. 

Arrangement  of  items.  Except  when  some  other  arrangement  is 
clearly  of  practical  advantage  and  can  be  easily  carried  out  it  is 
well  to  arrange  (&)  author’s  name,  inverted,  in  secondary  fulness, 
with  titles  of  honor;  (2)  short  title;  (3)  imprint  date  or  its  sub¬ 
stitute;  (4)  number  of  volumes  when  more  then  one.  On  series  card 
half  a  centimeter  space  is  better  than  the  full  centimeter  between 
aut  or’s  anme  and  titles  of  honor,  to  make  this  separation  less  than 
that  between  the  items. 

In  series  of  individual  biographies  and  in  some  other  series, 
generally  those  of  a  definite  local  nature,  it  is  often  better  to 
arrange  by  subject  as  represented  on  the  title-page.  In  such  cases 
the  best  form  would  be:  (l)  name  of  the  subject,  fallowed  by  a  semi¬ 
colon  and  "by  (with  the  name  of  the  author,  not  inverted,  in 
secondary  fulness,  without  titles  of  honor ) "1  (2)  date;  (3)  number 

of  volumes  when  more  than  one.  For  subjects  of  biographies  the 
subject  name  may  be  given  in  either  secondary  or  title-page  fulness 
(inverted  form)  or  the  surname  alone  may  be  used,  according  to 
whether  additional  value  will  be  added  to  the  entry  by  an  indication 
of  the  given  names.  This  decision  may  be  influenced  by  various  con¬ 
siderations;  e.g.  (l)  the  familiarity  of  the  given  names ,  as  in  the 
case  of  writers,  whose  given  names  are  commonly  known,  as  contrasted 
with  musicians  or  artists  almost  universally  known  by  the  surname; 
or  (2)  by  the  necessity  of  distinguishing  between  different  men  of 
the  same  surname.  Perfect  uniformity  in  the  system  is  not  essential 
even  throughout  the  same  series.  If  the  title  of  the  book  begins 
with  the  subject  word  and  contains  in  addition  other  information  of 
interest  or  value  it  might  be  written  for  example,  as:  Froebel  & 
education  by  self-activity;  by  E.C.  Bowen.  If  in  a  series  which  was 
arranged  by  subject  a  book  appeared  whose  title  did  not  lend  itself 
readily  to  the  treatment,  the  subject  word  might  be  supplied  followed 
by  a  colon  and  the  actual  title  of  the  book,  with  the  name  of  the 
author,  but  subject  treatment  should  not  be  adopted  for  series  in 
which  there  was  likelihood  of  uncertainty  as  to  the  subject  word,  as 
would  often  be  the  case  w-th  series  in  science,  sociology  etc. 
Probably  subject  arrangement  would  never  be  advisable  except  when 
the  entry  word  was  regularly  the  name  of  a  person  or  place.  If  any 
information  is  actually  supplied  it  should  be  bracketed  but  brackets 
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need  not  Toe  used  to  indicate  rearrangement  of  words  (e.g.  the 
inversion  of  a  subject  name)  and  ...  need  not  be  used  to  indicate 
omissions.  Even  when  the  arrangement  is  by  subject  the  entry  word 
is  regarded  as  title  (even  if  supplied)  and  is  written  in  black. 

For  excellent  suggestive  examples  of  arrangement  see  in  A.L.A. 
catalog 

American  commonwealths 
American  history  series 

American  philanthropy  of  the  19th  century 
English  men  of  action 
Heroes  of  the  nations 
Story  of  the  nations 

but  for  punctuation  and  for  details  to  be  included  follow  directions 
above . 

Series  by  one  author.  When  all  the  books  of  a  series  are  by  a 
single  author  it  is  better  instead  of  entering  under  name  of  series 
to  make  series  card  under  name  of  author  (in  addition  to  the  main 
card  for  each  individual  work  under  his  name).  For. series  card 

use  following  form:  Give  author’s  name  on  top  line,  outer  indention, 
author  fulness,  with  titles  of  honor,  as  on  ordinary  author  card. 
Beginning  on  the  next  line,  inner  indention,  give  the  title  of  the 
series  as  though  it  were  the  title  of  a  single  book,  going  back  to 
outer  indention  if  the  item  takes  more  than  one  line.  On  the  follow¬ 
ing  line  enter  the  title  for  the  first  book  of  the  series  in  the 
library,  followed  by  a  period  and  the  date,  also  by  the  number  of 
volumes  if  more  than  one.  Hake  additional  entries  as  the  books  of 
the  series  are  added  to  the  library,  the  only  difference  in  treatment 
from  that  of  other  series  being  that  the  author’s  name,  being  given 
at  the  top  of  the  card,  is  not  repeated  for  each  individual  work. 
Generally  it  is  not  desirable  on  series  cards  to  leave  gaps  for 
missing  volumes  but  occasionally  in  series  by  a  single  author  (most 
frequently  in  a  series  of  fiction)  the  subject  matter  of  the  differ¬ 
ent  volumes  follows  in  chronologic  sequence  and  in  such  oases  it  is 
better  to  arrange  the  volumes  in  corresponding  order,  leaving  space 
for  any  volumes  which  the  library  lacks. 

When  a  series  is  thus  entered^  under  author’s  name  a  reference 
should  be  made  from  title  to  the  author  heading;  e.g.  ' 

Famous  women  of  the  French  court,  see 
Imbert  de  Saint-Amand,  Arthur  Le'on,  baron. 

It  is  possible  to  make  this  reference  from  title  to  author 
heading  and  omit  the  series  card  altogether,  leaving  the  reader  to 
find  the  separate  works  through  the  main  entries  for  these  works 
under  the  author’s  name,  but  if  where  is  a  well-known  general  title 
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as  above  the  reader  might  not  find  the  works  if  they  were  scattered 
among  other  writings  of  an  author  and  the  series  title  appeared  only 
after  the  collation;  also  it  would  he  much  more  difficult  in  the 
case  of  chronologic  sequence  of  works  to  follow  them  up  in  order. 

Indention .  Keep  the  entry  for  each  separate  work  on  series 
card s—enti rely  at  inner  indention  except  that  each  call  number  is 
placed  at  the  left  edge  of  the  card  opposite  its  own  entry  and  the 
volume  number  of  the  series  if  given  is  placed  between  the  vertical 
rules . 

Position  of  entries  and  number  of  lines.  Begin  first  entry  on 
the  line  after  the  series  heading.  Bven  if  the  entries  are  so  short 
as  to  occupy  (except  for  the  call  number)  only  one  line  allow  two 
lines  each  on  manuscript  cards,  three  lines  on  typewritten  cards,  to 
provide  sufficient  room  to  keep  the  call  numbers  distinct,  except 
that  for  fiction,  if  no  class  number  is  used,  two  lines  are  sufficient 
on  typewritten  as  well  as  on  manuscript  cards.  Bo  not  leave  space 
for  missing  volumes  of  a  series  except  as  indicated  above  for  certain 
classes  of  series  by  a  single  author. 

Editor  reference.  See  sample  cards  following.  If  a  series  has 
more  than  one  editor  make  separate  and  independent  reference  for 
each . 

Tracing.  Contrary  to  the  general  rule  that  reference  cards 
are  not  traced  on  catalog  cards,  since  the  editor  reference  is  to  a 
special  series  card  it  is  best  to  trace  these  references  on  the  back 
of  the  series  cards,  prefixing  the  x  to  indicate  reference  instead  of 
entry.  Similarly  references  should  be  traced  from  title  to  editor 
or  author  of  series  when  the  series  card  is  made  under  personal  name, 
also  references  from  one  form  of  title  to  another. 

Title  page  checks.  '  ^  ,  meaning  to  be  omitted  on  all  cards,  are 
to  be  disregarded  for  author’s  name  on  series  cards  arranged  by 
subject,  where  the  author’s  name  in  the  title  takes  the  place  of  the 
author  heading. 


4  Samnle  cards 


Uain  card  for  one  of  a  series 


613.7 

L17 

Lagrange  ,  Fernand  ,  I:  .D . 

Physiology  of  bodily  exercise. 
Appleton,  1905.  395p.19.5cm. 

ternational  scientific  ser.  v.66.) 

IT .  Y . : 
(In- 

Series  card 

613.7 

|L17 

International  scientific  series, 
v .  6  6La.gr ange  ,  Fernand  ,  I.-.  .D .  Phy s  i  o  1  -  | 

ogy  of  bodily  exercise.  1905. 

581 

H52 

v.63Henslow,  Rev. George.  Origin 

floral  structures.  1888. 

of 

613.2 

S64 

v.3  Smith,  Edward.  Foods.  1895. 

Lain  card  for  one  of  a  series 

975.5 

C77 

Cooke,  John  Esten. 

Virginia. . .  Lost .Houghton , 1884  ic ’ 83 i. 

5 2 3p . map  ,18cm.  { A me r i can  c  omm o nve a 1 th s . ) 

Series  card 

Am e r i c an  comm 
Scudder . 

.onwealths;  ed.  by 

H.  E. 

975.5 

C77 

Virginia; 

by 

J.E. 

Cooke . 

1884 

974 . 7 
R64 

Hew  York; 

by 

E.H. 

Roberts . 

1896. 

977 . 4 
C77 

Hi chi gan ; 

by 

T  .11. 

Cooley. 

1890. 

* 


Editor  reference 


Scudder,  Horace  Elisha,  ed.  see 
Arne  r  i  can  c ommcnwe  al  ths  . 


Series  entry  for  works  all  "by  same  author,  a 
separate  main  card  "being  made  for  each  work 


Dumas ,  Alexandre . 

D ! Artagn an  r Oman c e  s . 

D886t  Three  musketeers.  [1893. 3 

|D886tw  Twenty  years  after.  t1893.] 

D886v  Vicomte  de  Bragelonne.  1901. 

I 


Reference  from  title  to  author  of  series 


D'Artagnan  romances,  see 
Dumas ,  Alexandre . 


Reference  from  one  form  of  series  name  to  another 


Crowell’s  library  of  economics  &  pol¬ 
itics,  see 

Library  of  economics  u  politics 
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List  1 


AUTHOR  AITD  TITLE  CARLS 


1  Author  cards 


See  general  directions 


2  Title  cards 


a)  Hake  title  cards  when  they  seem  to  you  advisable* 

b)  Begin  title  on  top  line,  inner  indention,  and  keep 
inner  indention  even  if  title  runs  over  several  lines* 

c)  Title  on  title  card  is  often  shorter  than  on  author 
card,  but  a  short  sub-title  or  alternative  title  may  generally 
be  included  to  advantage. 

d)  Do  not  U3e  .*.  for  omission  at  end  of  title. 

e)  One  cm.  space  after  title  give  imnrint  date,  or  if  there 
is  no  imprint  date  give  whatever  is  substituted  for  it  on  the 
main  card.  Do  not  give  copyright  date  in  addition  to  imprint 
date.  If  different  volumes  of  a  set  have  different  imprint  dates 
give  inclusive  dates;  as  1897-1904. 

f)  One  cm.  after  the  date  give  the  number  of  volumes  if  more 
than  one.  See  General  directions  10a). 

g)  On  line  after  title  etc.,  write  author’s  name,  outer  in¬ 
dention,  secondary  fulness.  If  name  runs  over  more  than  one.  line 
use  inner  indention  on  the  succeeding  lines. 


Sample  cards 


Author  card 


T363v 


Thaclc 


ti.e 


eray,  William  Makepeace. 
j(The)  Virginians:  a  tale  of  the  last 
,  the  18th]  century;  with...  illus¬ 


trations  "by  the  author. .  . 

i°  1 89  j . 


Houghton,  1896  ,°'89 


Bost. 

2v.  20.5cm. 


On  the  hack  of  main  card,  write  accession  no. 
&  t  to  trace  title  card. 


Title  card 


Dll-100 


Junior  cataloging 
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New  York  State  Library  School 


List  2 

SUBJECT1*  El -TRIES  AID  SUBJECT  REFERENCED 

Directions 

On  this  stencil  underlining  of  subject  headings  indicates 
red  ink. 


1  Subject  heading 

a)  V/rite  subject  heading  in  red  ink  on  top  line,  inner 
indention.  Keep  inner  indention  even  if  the  heading  takes 
several  lines. 

b)  Leave  a  slight  space  between  main  heading  and  subhead. 


2  Author’s  name 

a)  On  line  below-  subject  heading  write  author’s  name  in 
secondary  fulness  as  on  title  card. 

b}  Begin  author’s  name  at  outer  indention.  If  it  runs 
over  more  than  one  line  use  inner  indention  for  subsequent  lines. 


3  Title 

a)  The  title  on  subject  cards  may  vary  in  length  from  that 
given  on  the  author  caro;  usually  in  case  of  difference  it  will 
be  longer.  r  J  on  title  page  show  .-material  omitted  from  author 
card  but  included  on  subject  cards. 

b)  Title  may  vary  in  length  on  different  subject  cards. 

It  should  always  include  information  useful  in  connection  with 
the  heading  under  which  it  is  filed. 


4  Imprint,  collation  and  call  number 


As  on  main  card 


Two  kinds: 


5  Subject  references 
see"  and  "see  also"  references. 


a)  A  "see"  reference  is  a  reference  from  a  term  which 
you  do  not  intend  ever  to  use  as  a  heading  to  the  term  which 
you  have  chosen  to  cover  hooks  on  that  topic;  e.g.  Political 
economy,  see  Economi cs . 

b)  A  "see  also"  reference  is  a  reference  from  a  term  which 
you  have  used  or  which  you  expect  to  use  when  you  have  material 
to  which  it  applies;  e.g.  Economics ,  3ee  also  Banks  &  banking; 
Factory  system ;  Manufactures ;  Strikes  &  lockouts . 

c)  Headings  which  might  be  used  for  authors  should  be 
written  in  black,  whether  referred  from  or  to_.  As  a  matter  of 
convenience  all  personal  names  should  be  included  under  this  rule 
although  in  a  few  cases  you  may  feel  certain  that  you  will  never 
have  them  as  author  headings. 

d)  Occasionally  references  may  be  made  from  red  headings 
to  black  headings;  e.g.  Agriculture.  U.S.,  see  U.3.  Agriculture, 
Eep't  of. 

e)  In  general,  stencils  in  the  earlier  part  of  the  course 
will  show  whether  reference  is  to  be  "see"  or  "see  also",  unless 
case  is  obvious.  When  two  or  more  subject  headings  are  assigned 
to  a  book  it  will  not  be  indicated  to  which  the  reference  is  to 
be  made  unless  there  is  thought  to  be  reasonable  room  for  doubt. 

f)  Occasionally,  when  the  list  of  specific  topics  to  which 
references  should  be  made  would  be  long  and  a  general  direction 
will  cover  it,  the  general  reference  is  preferable;  e.g. 


History. 

For  history  of  a  special  country  or 
other  place,  see  name  of  that  place,  sub¬ 
head  History;  e.g.  Great  Britain.  History. 
For  history  of  any  subject  see  name  of  that 
subject;  e.g.  Education.  History. 

(Hote:  Subhead  History  may  or  may  not 
be  used  according  to  the  amount  of  mater¬ 
ial  under  a  subject). 
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g)  The  same  reference  need  not  be  made  more  than  once,  as 
duplicate  cards  for  the  catalog  are  unnecessary.  If  there  is 
occasion  to  repeat  a  reference  on  any  list  it  will  be  sufficient 
to  write  on  the  back  of  the  main  card  "ref.  made*.  If  the 
reference  has  been  made  for  a  previous  list  it  should  be  handed 
in  on  subsequent  lists  as  needed.  Additional  topics  should  be 
added  to  cards  already  made,  as  occasion  arises,  instead  of 
making  new  cards,  thus  bringing  together  in  a  single  place  all 
references  from  one  subject;  but  general  references  may  often  to 
advantage  be  kept  separate  from  references  to  specific  topics. 

In  a  printed  catalog  subjects  referred  to  would  be  arranged 
alphabetically  but  in  a  card  catalog  it  would  be  impracticable 
to  keep  this  arrangement. 

h)  Topics  referred  to.  may  be  arranged  in  a  column.  This 
arrangement  is  the  clearest  for  a  card  catalog  but  an  alternative 
is  the  paragraph  form,  in  which  one  topic  follows  another  on  the 
same  line,  separated  by  a  semi-colon.  The  latter  form  is 
generally  used  in  printed  catalogs  for  its  economy  of  space  with 
corresponding  economy  in  cost  of  printing,  while  the  arrangement 
is  clearer  than  it  would  be  in  a  card  catalog  because  the  topics 
are  alphabetically  arranged. 

i)  Either  "see"  or  "see  also"  references  may  properly  be 
made  even  though  there  are  no  entries  under  the  subject  referred 
from,  but  references  should  never  be  made  t£  a  subject  under 
which  no  card  will  be  found. 


6  Tracing 

a)  Subject  ENTRIES  (except  analytics  having  corresponding 
author  analytics)  should  be  traced  on  the  back  of  the  main  cards. 
(See  stencil  of  General  directions,  no.  14.)  Perfectly  obvious 
abbreviations  may  be  freely  used  on  back  of  cards. 

b)  Subject  REEEREh'CES  should  not  be  traced  on  the  catalog 
cards  as  they  refer  to  the  subject  in  the  abstract  and  not  to 
any  particular  book.  (in  a  large  library  where  it  may  not  be 
convenient  for  the  catalogers  to  be  continually  consulting  the 
catalog  it  will  generally  be  desirable  to  keep  an  official  list 
of  headings  including  references.) 


7  Abbreviations 

Abbreviations  for  subject  headings  may  be  used  freely  in 
the  tracing  on  the  backs  of  the  cards  but  should  be  used  on  the 


face  of  the  cards  only  in  exceptibnal  cases;  e.g.  U . S . ,  the 
name  of  the  state  in  which  the  library  is  located  and  titles 
of  honor. 


8  Figures 

For  names  of  rulers  and  popes  in  headings  use  Roman  numerals. 

:ix 


9  Sample  cards 
Author  card 


;  942.08  McCarthy,  Justin.  .1 

1  Ml 2  Short  history  of  our  own  times ,  from  f 

the  accession  of  Q,ueen  Victoria  to  the  4 
general  election  of  1880...  il.Y.  Stokes4, 
21893^.  2v.illus .pi .port .18cnu  » 


1 


o 


On  back  of  main  card  write  accession  number  and  tracing 
for  any  additional  entries;  in  this  case:  Gt  Brit.  Hist. 
Victoria,  1837-1901  and  t  for  title  card. 
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Subject  card 


942.08  Great  Britain.  History.  Victoria, 

ITL2  1837-1901  . 

McCarthy,  Justin. 

Short  history  of  our  own  tines,  from 
the  accession  of  Queen  Victoria  to  the 
general  election  of  1880...  17. Y.  Stokes 

c1893  .  2v.illus.pl. port. 18cm. 


Title  card 


942.08 


Short  history  of  our 


.  ^  v . 
m . 


ovm  t  iine  s  . 


Reference  cards 


English  history,  see 
Great  Britain,  history. 


Victoria,  queen  of  Great  Britain, 
see  also 

Great  Britain.  History.  Victoria,  1837- 


» 


History. 

?or  history  of  a  special  country  or  i 
other  place,  see  name  of  that  place,  sub¬ 
head  History;  e.g.  Great  Britain.  Hist¬ 
ory.  For  history  of  any  subject  see 
name  of  that  subject;  e.g.  Education , 
History. 


Reference  cards:  alternative  forms 


Besrt  form  for  card  catalog 


» 


Botany,  see  also 


Trees 

Ferns 


Plants,  Cultivated 

Orchids 

Ho  s  s  e  s 


Best  form  for  printed  catalog 


Botany ,  see  also 
Ferns;  bosses;  Orchids;  Plants 


Cultivat- 


ed;  Trees. 
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Suggestions  for  forms  for  general  reference 


Biography . 

This  heading  is  used  only  for  very  general  works.  For 
biography  of  a  special  class  of  men  see  name  of  that  class,  as 
Artists ;  for  biography  limited  to  a  special  locality  see  name 
of  that  locality,  subhead  Biography,  as  Ohio.  Biography;  Boston . 
Biography;  for  biography  of  an  individual  see  name  of  that 
individual,  as  Longfellow,  Henry  Wadsworth. 


Public  schools. 

For  works  on  the  public  schools  of  cities,  towns  Lc.  see 
name  of  the  place,  subhead  Public  schools,  as  Chicago.  Public 
schools . 
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List  5 

CCISPILER,  EDITOR  OR  TRANSLATOR  AS  AUTHOR 


Directions 

1  For  main  entry  see  A.L.A.  rules  126.  (Omit  fine  print.) 

2  Under  this  rule  are  generally  included  bibliographies, 
cyclopedias,  dictionaries,  genealogies,  and  collections  of  poems, 
essays,  stories  etc.  by  numerous  writers  when  some  known  individual 
is  evidently  responsible  for  the  book  as  a  whole.  (See  Gutter’s 
Rules  98. ) 


3  For  distinction  between  compiler  and  editor  see  definitions 
in  A.L.A.  rules,  pref  p.14.  See  also  definition  of  author  in 
Cutter’s  Rules,  p . 14 .  Generally  compiler  is  used  for  makers  of 
bibliographies,  dictionaries  and  genealogies;  editor  for  cyclo¬ 
pedias;  either  compiler  or  editor  for  collections  of  poetry  or  prose 
according  to  whether  the  work  has  been  merely  collecting  or  has 
included  also  editorial  work  in  the  way  of  notes,  important  intro¬ 
ductions  etc.  Translator  is  used  when  the  maker  of  a  collection 
has  al^  ^y>anslated  it  into  a  different  language.  While  these  sug¬ 
gestions  cover  in  a  general  way  the  use  of  the  terms  it  would 
usually  be  best  in  choosing  to  be  guided  by  the  phraseology  of  the 
title-page  unless  there  is  strong  reason  to  the  contrary,  but 
remembering  that  the  maker  of  such  works  as  indicated  above  is 
generally  regarded  as  something  else  than  an  author,  even  though 
not  specifically  designated  on  the  title-page. 

4  Form.  When  main  entry  is  made  under  name  of  compiler, 
editor  or  translator,  this  name  is  treated  on  all  cards,  in  every 
respect  (i.e.  indention,  fulness  etc.)  as  though  it  were  the  name 
of  the  author  of  the  book,  except  that  it  is  followed  after  one  cm. 
space  by  the  abbreviation  comp.,  ed .  or  tr .  as  the  case  requires. 
(See  A.L.A.  rules  57.)  (Except  in  name  references,  all  names 
holding  first  position  on  the  card,  whether  author,  compiler, 
editor,  illustrator .  translator,  general  secondary  or  subject,  are 
written  in  author  fulness,  including  titles  of  honor,  in  order  that 
the  form  may  be  identical  with  that  used  for  the  same  person  if  he 
appears  as  author.) 


Title  , _ imprint,  collation  Pt'V  are  written  on  both  main  and 

added  entry  cards ,  as  in  the  os. sc  of  techs  of  simple  authorship. 

5  Compiler  etc,  in  added  entries.  1'or  treatment  in  added 
entries,  in  contrast  with  treatment  for  main  entry  described  above, 
see  directions  for  List  3. 

6  Joint  compilers  etc.  as  authors.  Treat  as  in  the  case  of 
joint  authors  except  for  the  use  of  the  abbreviation  comp.,  ed. 

or  tr.  at  the.  end  of  the  heading,  one  cm.  after  the  combination  cf 
names,  not  aft°r  the  first  alone.  (in  the  heading  on  added  entry 
cards  for  compilers,  editors  etc.  remember  that  only  the  name  of 
the  single  person  for  whom  that  special  card  is  being  made  is  given.) 


7  Sample  cards 
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Joint  compilers  etc.  as  authors 


Main  card 


016 . 822McFadddn  ,  Elizabeth  Atpthorp]  &  Davis,  L.Ej. 

Ml 4  c  omp . 

Selected  list  of  plays  for  amateurs  & 
students  of  dramatic  expression  in 
schools  &  colleges...  Cin.Pub.by  the 
author,  1908.  96p.22.5cm. 


Subject  card 


016.822  Drama.  Bibliography. 

M14  McFadden ,  E.A.  &  Davis,  L.E.  comp. 

Selected  list  of  plays  for  amateurs  &i 
students  of  dramatic  expression  in  sc 
schools  &  colleges...  Cin.Pub.by 
author,  1908.  96p.22.5cm. 


Joint  compiler  card 


; 

J  016. 822Davis ,  Lillian  E.  &  IicEadden,  E.A. 

i  10.4  comp. 

Selected  list  of  plays  for  amateurs  & 
students  of  dramatic  expression.  1908. 


If  Method  2  or  Method  3  for  joint  authors  is  used,  instances 
of  joint  compilers  as  authors  should  conform  to  the  same  method. 
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List  4 

JOINT  AUTHORS 
NAME  REFERENCES 
Directions 
1  Joint  authors 

a)  DEFINITION.  See  A.L,  A.  rules,  pref.p.15.  (Notice 
contrasting  definition  in  Cutter,  p.21,  "but  follow  A.L. A.) 

h)  TFSATI.IENT .  Three  important  methods.  Read  A.L. A.  rules 
2  and  Cutter  5-4  anc  218,  hut  for  class  work  follow  Method  1, 
which  is  a  slight  amplification  of  the  A.L. A.  rules. 

Me  thod  ). 


For  a  hook  written  jointly  hy  two  or  three  authors  (including 
correspondence )  make  main  entry  under  the  name  of  the  one  first- 
mentioned  on  the  title-page,  followed  hy  the  name  of  the  second 
or  the  names  of  the  second  and  third.  Make  added  entries  in  which 
each  additional  author  is  given  the  first  place  on  the  card.  Use 
the  inverted  form  for  each  name  included  in  the  heading.  For  the 
name  first  used  in  each  heading  give  author  fulness  with  titles 
of  honor,  for  the  other  names  use  secondary  fulness  with  titles 
of  honor.  Names  of  second  and  third  authors  may,  if  desired,  be 
inclosed  in  (  ) .  Begin  each  joint  author  heading  at  outer  in¬ 
dention,  using  inner  indention  for  subsequent  lines.  Use  i  j 
according  to  previous  rules. 

Examples : 


Stevenson,  Robert  Louii,  &  Osbourne,  Lloyd. 

Osbourne,  Lloyd  &  Stevenson,  R.L. 

Cheston,  Henry  Clifford Gifcson,  J.S.  &  Timmerman,  C.E 
Gibson,  J.  Stewart,  Cheston,  H.  c-  &  Timmerman,  C.E. 
Timmerman,  Charles  E. ,  Cheston,  H.C.  &  Gibson,  J.S 


Uotice  that  to  make  evident  the  inversion,  thb  comma  is  needed 
between  the  names  of  joint  authors  no  connected  by  even 

though  the  preceding  name  ends  in  a  period,  brackets  or  curves; 
also  that  the  comma  is  used  before  the  character  unless  the 

preceding  name  ends  w  ith  a  period,  brackets:  or  curves,  when  the 
appearance  seems  to  justify  its  mission.  If  curves,  are 

used  around  the  names  of  all  except  the  author  first  named  in  the 
heading  the  comma  may  be  omitted  before  the  curves. 

Exception ,  Foe  joint  authorship  of  corporate  bodies,  e.g. 
societies  "or  government  departments,  follow  Method  2  below. 

For  a  book  written  jointly  by  more  than  three  authors  make 
main  entry  under  name  of  the  first,  followed  by  the  phrase 
"&  others",  e.g..  Grant,  Russell  Andrew,  &  others.  Added  entry 
or  reference  may  b  made  for  each  additional  author  but,  unless  a 
library  is  trying  to  keep  a  complete  record  o.  its  material  by  all 
authors,  is  important  only  in  exceptional  cases,  e.g.  when 
the  additional  author  is  of  special  importance  from  either  the 
general  or  the  local  standpoint  or  for  some  other  season  is  specially 
likely  to  be  looked  for.  If  added  entry  is  made  it  would  take 
the  form:  Storrs,  Martin  Lee. Grant,  R.A.  &  others,  giving  the 
names  of  only  the  author  for  whom  the  entry  is  being  made  and 
of  the  author  given  on  the  main  card;  if  reference  is  preferred: 
Storrs,  Martin  Lee,  Grant,  R.  A.  &  others,  see  Grant,  Russell 
Andrew,  &  others  ,  or  Storrs,  Martin  Lee,  joint  author,  see 
Grant,  Russell  Andrew,  &  others. 

Excention.  If  in  the  case  of  a  book  by  more  than  three 
joint  authors  only  two  or  three  are  named  treat  as  in  the  case  of 
two  or  three  joint  authors  exoept  for  the  use  of  the 
phrase  "&  others"  after  the  names. 

Title  on  main  card  would  follow  rules  previously  given  for 
main  cards.  When  the  names  of  all  the  authors  are  given  in  the 
heading  they  need  be  repeated  in  the  title  only  in  unusual  cases, 
according  to  principle  for  writing  titles  under  siggle  authors. 

When  the  authors  are  not  all  mentioned  in  the  heading  (as  in  the 
case  of  more  than  three)  their  names  may,  if  thought  advisable, 
be  included  in  the  title  (without  inversion,  in  secondary  fulness 
or  in  shorter  form  if  so  given  on  title-page)  or  in  a  note  or 
contents,  the  advisability  of  this  being  determined  by  the  number 
of  the  authors  and  their  importance. 

"Use...  in  title  to  indicate  the  omission  of  author’s  names 
when  they  are  not  given  in  heading. 
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Title  or  added  entry  joint  author  cards  (i.e.  entries  for 
second  and  third  authors)  would  he  given  briefly,  follow  ir.g  rules 
for  added  entry  editor  cards* 

Imprint,  collation  &  series  note  on  main  card  as  on  other 
main  cards,  on  added  entry  joint  author  c&rds,  following  rules 
for  added  entry  editor  cards. 

Method  2 


Make  main  entry  for  the  hook  under  the  name  of  the  author 
first  mentioned  on  the  title-page,  giving  only  his  name  in  the 
headin  g. 

Under  this  method  include  in  the  title  (without  inversion,  in 
secondary  fulness  or  in  shorter  form  if  so  given  on  the  title-pa^e) 
or  in  a  note  or  contents,  the  names  of  the  authors  if  not  more  than 
three.  If  the  names  are  given  in  note  or  contents  instead  of  in 
title,  use...  in  title  to  indicate  the  omission.  For  more  than 
three  authors,  follow  for  title  the  rule  under  Method  1,  or  if 
the  authors  are  too  numerous  give  only  the  name  of  the  first  or  the 
name  of  the  first  and  a  selection  of  the  most  important  of  the  others 
indicating  in  title  the  omission  of  names  of  the  remainder  hy. . . 
and  giving  the  i  3  the  phrase  "&  others”. 

For  the  added  entry  joint  author  cards  give  as  the  heading 
only  the  name  of  the  additional  author  being  treated,  including  the 
authors’  names  in  title  as  on  main  card. 

For  imnrint,  collation  &  series  note  follow  rule  under  Method  1. 


Method  3 


Make  main  entry  under  name  of  the  first  author,  as  in 
Method  2,  following  same  rule  for  title,  imprint,  collation  & 
series  note. 

Make  the  added  entry*  joint  author  cards  according  to  the 
rules  for  added  entry  edifaiv  »ards  (List  3)  except  that  joint 
author  is  substituted  in  the  heading  for  the  abbreviation  ed. 


Relative  advantages  and  disadvantages  of  different  methods 


Method  1 


Advantages.  (a)  Represents  in  the  heading  the  authorship 
as  it  appears  on  the  titxe-page. 

(hi  Avoids  the  necessity  for  repeating  the  authors’  names 
in  the  title. 

Disadvantage.  Produces  complication  in  alphaheting.  Entries 
in  which  more  than  one  name  appear  may  he  arranged  in  a  separate 
alphabetic  group  after  the  entries  in  which  the  first  author’s 

name  is  given  alone,  as  the  cards  for  Besant ,  Sir  Walter,  &  Ri-©e, 
James,  after  the  works  of  Besant,  Sir  Walter,  alone;  or  the 
works  hy  joint  authors  may  he  alphabeted  in  with  the  works  of  the 
author  alone;  as  Besant,  Sir  Walter,  &  Rice,  James.  Chaplain  of 
the  fleet,  between  Besant,  Sir  Waiter.  Captain  Cook  &  Besant, 

Sir  Walter,  Children  of  Giheon. 

By  the  former  arrangement  t2ae  reader  may  look  for  the  hook  in 
the  first  series  of  titles  and  overlook  the  fact  that  there  is  a 
second;  bythe  latter  arrangement  the  reader  who  is  accustomed  to 
finding  the  joint  authors  arranged  after  the  single  authors  may 
think,  on  seeing  a  joint  author  card,  that  he  has  reached  the  end 
of  the  works  bythe  single  author.  The  latter  difficulty  might  be 
helped  by  inclosing  in  {  )  the  names  of  all  the  authors  given  in 
the  heading,  except  the  first. 


Method  2 


Advantage.  Simplifies  the  alphabating. 

Disadvantages,  (a)  If  only  one  name  is  given  in  the  heading 
the  book  is  not  so  readily  identified  by  the  reader  who  knows  it 
by  the  names  of  the  two  or  three  authors. 

(b)  On  every  card,  if  the  joint  authorship  is  to  be  represented, 
the  names  of  the  authors  must  either  be  included  in  the  title, 
which  involves  much  repetition,  or  else  for  acdad  entry  cards  the 
cataloger  must  revert  to  Method  1,  and  represent  the  joint  author¬ 
ship  on  the  author  line. 


Method  3 


Advantage .  (a)  Simplifies  the  alphabeting. 

Tb]  Is  best  adapted  to  printed  cards,  where  all  cards  are 
originally  exactly  alike. 


r 


Di sadva.nta.ge s/a )  Represents  all  the  authors  except  the  first 
in  a  subordinate  'relation .  like  editors,  translators  etc. 

(b)  Results  in  the  arrangement  of  the  added  entry  joint  author 
cards  in  a  second  series  of  titles  among  th*  works  of  tho3e  authors 
as  editors,  translators  etc.  where  the  cards  are  likely  to  he  en¬ 
tirely  overlooked  by  the  reader  ho  looks  for  the  ‘bool'  under  the 
name  of  the  second  and  third  author. 

2  llame  references 

References  should  he  made  to  the  exact  form  chosen  for  entry, 
from  any  other  form  under  which  the  reader  is  likely  to  look,  unless 
the  difference  is  so  slight  as  to  he  unlikely  to  affect  the  place 
of  the  card  in  the  catalog.  Theform  referred  should  be  the  author 
fulness,  inclu  ing  titles  of  honor  but  excluding  such  terms  as  ed. , 
tr.  &c.  which  are  not  a  part  of  the  person's  name  but  merely  shew 
his  relation  to  a  particular  book.  t3  should  not  be  used  on  references 
except  in  very  unusual  cases,  e.g.  a  corporate  entr.  in  which  some 
explanatory  term  has  been  introduced;  e.g.  Albany,  1T.Y.  S*  Peter’s 
[episcopalj  church.  These  references  include. 

a)  Hoblemen  e  tered  under  title,  e.g.  Avebury,  John  Lubbock, 

1st,  baron,  with  reference  from  Lubbock,  John.  1st  baron  Avebury 
(A. L. A.  rules  33) 

b)  Soblemen  entered  under  family  name;  e.g.  WalTjole,  Horace, 

4th  earl  of  Orford,  with  reference  from  Orford,  Horace  Walpole, 

4th  e  rl  of  (A.L.A.  rules  33) 

c)  Harried  women  who  are  entered  under  the  married  name  but 
have  also  published  books  under  either  the  maiden  name,  e.g. 

Ward,  Mrs  Elizabeth  Stuart  (Phelps),  with  reference  from  Phelps, 
Elizabeth  Stuart;  or  under  an  earlier  married  name,  e.g.  Parsons, 

Hrs  Prances  Theodora  (Smith)  Dana,  with  reference  from  Dana,  iirs 
Prances  Theodora  (Smith)  (A.L.A.  rules  41 ) 

d)  Harried  women  whose  books  are  regularly  published  under  an 
earlier  form,  either  the  maiden  name,  e.g.  Potter,  Margaret  Horton, 
with  reference  from  Black,  Hrs  J.D. ;  or  an  earlier  married  name, 
e.g.  Wiggin,  Hrs  Kate  Douglas  (Smith),  with  reference  from  Riggs, 

Hrs  G.C.  (A.L.A.  rules  4l) 

e)  Compound  surnames:  generally  enter  under  the  first  part 
with  reference  from  the  second,  e.g.  Watts -Dun ten,  Theodore,  with 
reference  from  Dunton,  Theodore  Watts-  (  A.L.A.  rules  25)  (In 
many  libraries  and  reference  books  the  opposite  practice  prevails.) 

f)  Unused  forenames;  e.g.  Conradi,  Bruno,  with  reference 
from  Conradi,  Karl  Paul  Bruno  (A.L.A.  rules  28) 

g)  Pull  name  with  reference  from  familiar  shorter  form,  e.g. 
Matthews,  James  Brander,  with  reference  from  Matthews,  Branded 
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n;> 


h)  Changed  names;  e.g.  Stretton,  Hesba,  with  reference  from 
her  original  name,  Smith  Hannah  (A.L.A.  Buies  40) 

i)  Variant  spellings  of  either  forenames  or  surnames,  e,g. 
Karl,  or  Carl;  Turgenev,  or  Tourgueneff. 

j)  Modified  vowels.  (A.L.A.  rules  131.)  For  these  cases 
general  reference  may  be  made,  e.g.  under  Ba  (in  blade.,  at  first 
indention).  Karnes  beginning  B'd  o-t  Bae  are  arranged  together  as  Bae. 

k)  Surnames  with  prefixes*  (See  A.L.A.  rules  26.)  General 
references  may  be  made  from  very  common  prefixes,,  ea go  under  Be 
(in  black,  at  outer  indention).  Foreign  mimes  beginning  with  this 
prefix  will  be  found  in  this  catalog  unde#  the  latter  part  of  the 
name. 


While  the  cases  noted  above  cover  some  of 
classes,  many  others  will  come  up  from  time  to 
general  principle  will  apply. 


the  most  important 
time,  to  which  the 
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3  Sample  cards 
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Joint  authors 
(He thod  lT" 


ilain  card 


915  Allen,  Thomas  Gaskell,  &  Sachtleten,  V7.L. 
A43  Across  Asia  on  a  hi  cycle:  the  jour¬ 

ney  of  two  American  students  from  Con- 
stantinonle  to  Peking.  N.Y.  Century, 
1903  [°1894 ] .  234p. illus.port .19. 5cm. 


Subject  card 


915  Asia.  Description  &  travel. 

A43  Allen,  T.  G.  &  Sacht_ leben,  W.L. 

Across  Asia  on  a  "bicycle:  the  jour¬ 
ney  of  two  American  students  from  Con¬ 
stantinople  to  Peking.  N.Y.  Century, 
1903  tc1894}.  234p. illus.port. 19. 5cm. 


Added  entry  joint  author  card 


- - - 

§15  Sachtleben,  William  Lewis,  &  Allen,  T.G. 
A43  Across  Asia  on  a  "bicycle.  1903. 

■ 


Title  card 


915 

A43 


Across  Asia  on  a  "bicycle. 
Allen,  T.G.  &  Sachtleben,  W.L 


1903. 


fSJotSlit  Z) 

Main  card 


|  915  Allen,  Thomas  Gaskell. 

;  A43  Across  Asia  on  a  hi  cycle:  the  jour,. 

ney  of  two  American  students  from  Con¬ 
stantinople  to  Peking;  hy  T.  G.  Allen  & 
W.L.  Sachtleben.  II. Y.  Century,  1903 

[ Cl894j .  234p.illus.port. 19. 5cm. 


Subject  card 

] - * — “ — • — “ - * - * - - - - — 

I  915  Asia,  Description  &  travel. 

j  A43  Allen,  T.C-. 

Across  Asia  on  a  bicycle:  the  jour¬ 
ney  of  two  American  students  from  Con¬ 
stantinople  to  Peking;  by  T.G.  Allen  & 
W.  L.  Sachtleben.  N.Y.  Century,  1903 
tc1894).  234p. ill  :.s.port  .19.  5cm. 


or  as  in  Method  1 


915  Asia.  Description  &  travel. 

A43  Allen,  T.G.  &  Sachtleben,  T7„L. 

Across  Asia  on  a  bicycle:  the  jour¬ 
ney  of  two  American  students  from  Con¬ 
stantinople  to  Peking.  il.Y.  Century, 
1903 [ c1894 ] .  234p.  illus „ port . 19. 5cm. 


Added  entry  joint  author  card 


| 915  Sachtleben,  William  Lewis. 

A43  Across  Asia  on  a  bicycle... by  T.G. 

Allen  &  W.L.  Sachtleben.  1903. 


or  as  in  Method  1 


915 

A43 


Sachtleben,  William  Lewis,  &  Allen  T.G. 
Across  Asia  on  a  bicycle.  1903. 


itle  card 


j  915  Across  Asia  on  a  Li cycle. .. by  T.G. 

j  A43  Allen  &  W.L.  Sachtlelen.  1903. 

Allen,  T.G. 


i 


or 


|  915  Across  Asia  on  a  1)10X016. 

j A43  Allen,  T.G. 

Across  Asia  on  a  licycle...ly  T.G. 
Allen  &  W.L.  Sachtlelen.  1903. 


or  as  in  Method  1 


915 

A43 


Across  Asia  on  a  li cycle. 
Allen,  T.G.  &  Sachtlelen,  W.L. 


1903. 


i 

I 

1 


I 


(Method  3) 

Main  card  and  subject  card  as  in  Method  2 


Added  entry  joint  author  card 


915  Sachtlelen,  William  Lewis,  J«int 

A43  author. 

Allen,  T.G. 

Across  Asia  on  a  licycle.  1903. 


Title  card  as  in  ;Iethod  2 


■ 
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ITame  references 
(in  black) 


Lubbock,  John  1st  baron  Avebury, 
see 

.Avebury,  John  Lubbock,  1st  baron. 


Orford,  Horace  Walpole,  4th  earl 
of,  see 

Walpole,  Horace,  4th  earl  of  Orford. 


Phelps,  Elisabeth  Stuart,  see 
Ward,  Mrs  Elizabeth  Stuart  (Phelps). 


Black,  Mrs  J.  D.  see 
Potter,  Margaret  Horton 


Ba 

Haines  beginning  Ba  or  .  Bae  are  arranged 
together  as  Bae. 


33  e 

Eoreign  names  beginning  with  this 
prefix  will  be  found  in  this  catalog 
under  the  latter  part  of  the  name. 
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SERIES  NOTES 


HSCELLANEOUS  NOTES 


Directions 


In  the  earlier  part  of  the  course  stencils  will  indicate 
when  editor,  compiler,  translator,  illustrator  or  general 
secondary  cards  are  to  be  made. 


1  Editor  cards 


For  definition  of  editor  see  A.L.A.  rules,  pref.p.14. 

a)  WHEN  HADE.  Added  editor  cards  may  be  made  very 
freely  in  a  large  library  where  there  is  likelihood  of  call  for 
all  the  literary  work  of  a  man  in  whatever  capacity.  In  a  small 
library  they  m  y  generally  be  omitted  except  when  the  editor  is 
a  person  of  special  importance  or  the  book  in  hand  is  likely  to 
be  looked  for  under  his  name. 

(See  Cutter’s  rules,  111,  where  ”ref erences"  are  recommended, 
corresponding  to  the  "added  entries"  of  the  A.L.A  .  Code, ) 

b)  TWO  OR  IJORE  EDITORS.  In  the  case  of  two  or  mor 
editors  for  a  book  a  separate  card  is  made  for  each  without 
reference  to  the  others. 

c)  FORII.  Call  no.  in  regular  place* 

Editor’s  name  on  top  line,  in  author  fulness,  with  titles 
of  honor,  followed  after  one  cm.  spave  by  abbreviation  ed.  In¬ 
dent  .  at  inner  red  line,  keeping  inner  indention  if  occupying 
more  than  one  line.  (See  A.L.A,  rules  57) 


Authors  name  on  next  line,  in  secondary  fulness,  with 
titles  of  honor.  Begin  at  outer  indention  hut  take  inner  in¬ 
dention  for  subsequent  lines  when  needed. 

Title  on  line  after  author’s  name,  beginning  at  inner 
indention,  bu--  taking  outer  indention  for  subsequent  lines. 

Short  title  may  generally  be  used  and  editor^s  name  (being 
given  in  the  heading)  may  be  omitted  from  title.  Omissions  at 
beginning  or  in  middle  of  title  should  be  indicated  by  ...  but 
not  at  end. 

Imprint  (placed  one  cm.  after  title)  consists  o.  date  only. 
Use  imprint  date  if  given;  otherwise  use  whatever  is  substituted 
for  it  on  main  card  but  do  not  use  copyright  date  in  addi bion 
to  imprint  date. 

Collation  (placed  one  cm.  after  date)  consists  of  only  the 
number  of  volumes  when  more  than  one.  (See  General  directions, 
10a). 


2  Compiler  cards 

For  definition  of  compiler  see  A.L.a.  rules ,. pref.p. 14. 

a)  WHEN  MADE.  Compiler  cards  are  seldom  called  for  in  the 
relation  of  added  entries  but  when  they  arc  the  same  principles 
apply  as  for  added  entry  edi  or  cards. 

b)  $W0  OR  MORE  COMPILERS.  Same  as  for  editor  cards  above. 

c)  FORK.  Same  as  for  editor  cards  above  except  t  at 
abbreviation  comp,  is  substituted  for  ed.  in  heading. 

3  Translator  cards. 


See  A-L.A.  rules  21 

a)  WHEN  LIABLE.  Follow  same  principles  as  for  edtoi.  cards 
above. 

b)  TWO  OR  I10RE  TRANSLATORS.  Same  as  for  editor  cards  above. 

c)  FORK.  Same  as  for  editor  cards  above  except  that  tr.  is 
substituted  for  ed.  in  heading. 
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4  Illustrator  cards 

See  A.L.A.  rules  4 

a)  Y/HEiT  MADE.  Only  xfnen  either  the  Illustrator  himself 
or  the  illustrations  of  the  hook  m  hand  are  important. 

b)  TWO  OK  MORE  ILLUSTRATORS.  Same  as  for  editor  cards  above. 

c)  FORM.  Same  as  for  editor  card  above  except  that  illus. 
is  substituted  for  ed.  in  heading. 

5  General  secondary  cards 

a)  WHEN  MADE.  When  a  individual,  society,  government 
department  &c„  has  some  kind  of  author  connection  with  the  book, 
important  enough  to  warrant  recognition  yet  not  really  that  of 
author  nor  such  as  can  be  readily  defined  by  a  single  word,  as 
editor,  translator  &c.  It  may  be,  for  example,  a  case  of  an 
individual  on  whose  writing^  the  work  in  hand,  is  based,  or  of  a 
society  or  department  to  which  a  repo it  is  made  or  which  authorizes 
a  publication.  Often  used  as  a  secondary  entry  in  cases  where  it 

is  doubtful  what  should  constitute  the  main  intry. 

b)  TWO  OR  MORE  GENERAL  SECONDARIES.  Same  as  for  editor 
cards  above. 

c)  FORM.  Same  as  for  editor  card  except  that  n-  terra  cor- 
responding  to  ed.  is  used  in  the  heading  and  since  the  relation 
of  the  party  named  in  the  heading  is  not  thus  defined,  sufficient 
information  to  justify  entry  under  the  heading  should  be  included 
either  in  the  title  or  in  a  note. 

6  Titles  including  names  of  editors  &c. 

In  full  cataloging  names  of  editors  etc.  are  generally 
included  in  title  on  main  card  and  subject  cards.  In  samll 
libraries  they  may  sometimes  be  omitted  esr;eoially  on  the 

author  card  but  shoulu  be  included  for  books  of  which  different 
editions  are  likely  to  be  brought  out  by  different  editors,  trans¬ 
lators  etc.  In  sm  11  libraries  the  edi'or  etc.  might  often  be 
omitted  from  author  card  when  a  book  is  not  likely  j;o  appear  in 
different  editions  by  different  editors  or  translators ,but  even  in 
such  cases  should  often  be  given  on  the  subject  card, as  the  name  of 
an  editor  who  was  an  authority  on  a  subject  would  lend  weight  to 
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a  book  when  the  author’s  name  might  be  -unknown. 

For  fulness  of  names  in  title  see  stencil  of  General 
directions,  8e. 

7  Series  notes 

For  definition  of  series  in  this  connection  see  first 
paragraph  under  ’’Series”  in  A.L.A.  rules,  pref.p.16.  See  also 
definition  for  ’’Series  note"  on  same  page. 

a)  eKEIT  LADS.  Give  series  noifi.  for  all  series  falling 
under  the  definition  referred  to.  These  may  be  designated  mthe 
publisher's  langriAge ,  by  the  word  ’’series”  as  ”F:tt  press  series 
by  the  word  "library",  as  "Seaside  library ” ;  or  by  some  similar 
word:  or  a  name  may  be  given  to  the  series  without  including 
any  general  term  of  this  naicure ,  as  "Stories  of  the  nations  . 

bi)~  Y/KERE  FOUND.  In  addition  to  the  places  mentioned  in  the 
A.L.A.  rules,  i.'e.  at  the  head  cf  the  title-page,  on  the  half- 
title  or  on  the  cover,  the  name  of  the  series  may  appear  at  the 
head  of  an  advertising  page  but  in  such  ce.se s  -should  be  used  with 
caution,  i.e.  it  should  be  carefully  considered  whether  the  phrase 
used  is  really  a  definite  name  for  a  series  or  simply  a  general 
descriptive  term;  e.g.  Historical  publications,  Stories  of 
alLvcrtmure.  If  such  a  list  appears  with  title  slightly  differing 
from  title-nage  heading,  half-title  or  cover  use  the  latter, 

c)  FCRTl.  Write  name  of  seriesin  (  )  one  cm.  after  colla¬ 
tion  on  main  card  and  subject  cards.  Omit  on  other  cards.  If 
name  of  editor  of  a  series  is  given  in  the  book  omit  from  series 
note  except  in  the  rare  cases  ’.There  the  series  is  generally  known 
by  the  editor’s  name.  Do  not  use  t  j  even  if  the  name  of  series 
does  not  occur  on  title-page.  Use  abbreviation  ser.  for  series 
in  series  note  unless  the  work  occurs  at  the  beginning  of  the  name. 

8  notes:  niscellaneous 

See  A.L.A..  rules  168  and  footnote. 

a.)  In  general  omit  one  line  after  the  end  of  the  collation 
(or  series  note  when  used)  before  miscellaneous  notes,  if  there 
is  room  on  the  card  to  do  so  without  'carrying  the  writing  too  far 
down  on  the  card. 
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b)  Begin  note  at  inner  indention  But  use  outer  indention 
for  subsequent  lines. 


9  Sample  cards 


Author  card 


I  591.94k:  White,  Gilbert. 

I  A58  natural  history  &  antiquities  of 

Selborne;  ed,. ,.  by  L- C,  Miall  &  W.W.  Po Ti¬ 
er.  N. Y.  Putnam, 1901.  38Gp. facsim. 

19.5cm.  (Putnam’s  library  of  standard 
literature. ) 


V.  .  "P  ^  '  i  I 

| 

i 

I  < 

^  j 

i  i 


Editor  cards 


|  591.942  Miall,  Louis ]  Ctompton3  ed. 
j  W58  White,  Gilbert.  I 

Natural  history  &  antiquities  of 
Selborne.  1901.  i 


- - - - - - — ^ 

591.942  Powler ,  ¥tilliami  Warde ,  ed. 

¥58  "White,  Gilbert. 

Natural  history  &  antiquities  of 
Selborne.  1961. 
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Author  card 


|  883  Homer. 

j  H76ob  C-dyssey;  tr.  into  English  blank 

verse  by  ¥.  C.  Bryant...  Bost. Osgood , 
1873  t c' 71-72 j.  2v, 18  cm. 


Translator  card 

i  883 

Bryant,  William  Cullen, 

tr. 

!  K76ob 

Homer. 

1 

1 

Odyssey.  1873.  2v. 

0 

1 

1 
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C  YEAR-BOOKS 
D  DIRECTOR -IBS 
Directions 
A  PERIODICALS 
1  Definitions 


For  definitions  of  Periodical,  and  Serial  see  A.L.A.  rules, 
pref.  p.15-16,  and  Cutter,  p.21-22. 

2  Treatment 

For  general  treatment,  read  A.L.A.  121,  Cutter  133,  and 
Hitchler,  p.13.  See  also  Cutter  192,  but  do  not  follow  for 
class  work. 

The  many  variations  which  are  liable  to  occur  among  the 
different  wolumeo  cf  a  serial  set  make  it  impracticable  to  give 
as  minute  bibliographic  descriptions  for  periodicals  as  for 
books  in  general,  while  the  wide  distribution  of  periodicals 
makes  their  contents  and  character  more  generally  known  than  is 
the  case  with  other  works,  and  a  full  and  exact  description 
consequently  less  important. 

3  Groups 

Periodicals  may,  for  cataloging,  be  divided  into  two  groups 
(l)  those  which  hsT've  ceased  publication  and  of  which  the 
library  has  complete  sets;  and  (2)  those  which  are  still  being 
published,  or  those  of  which,  though  having  ceased  publication, 
the  library  set  is  incomplete. 


For  periodicals  which  have  ceased  publication  and  of  which 
the  library  has  complete  sets  the  cataloging  follows  the  same  gen¬ 
eral  plan  as  for  cth~>  books  in  several  volumes,  but  certain 
exceptions  are  made  to  correspond  to  the  treatment  required  for 
current  periodicals  and  imcomplete  sets,  as  specified  below. 

4  Ha in  entry 

a)  Position.  Make  main  entry  under  title,  beginning  at 
inner  indention  as  for  an  anonymous  book,  but  entering  on  the 
t'cn  line.  This  is  the  method  in  general  use  and  is  justified 
in  its  divergence  from  treatment  of  previous  classes  of  books, 
by  the  fact  that  for  periodicals  not  only  will  no  author’s 
name  ever  be  filled  in,  but  periodicals  constitute  a  large 
class  of  publications  and  it;  seems  undesirable  to  lose  need¬ 
lessly,  the  use  of  the  top  line  for  so  many  entries. 

b)  Title .  As  variations  are  lively  to  occur  on  the  title- 
pages  of  different  volumes  it  is  very  desirable  to  include  on  the 
cards  for  all  periodicals  of  which  the  library  has  not  complete, 
finished  sets,  only  those  parts  of  the  title  which  are  really 
important,  either  as  standing  out  prominently  in  the  title 
proper  or  as  showing  the  scope  of  the  work.  The  latter  point 
may  often  be  covered  by  a  condensation  of  the  cs.es cripti-qu  part 

of  the  title. 

When  the  frequency  of  publication  is  given  as  an  integral 
part  of  the  title  proper  and  not  merely  as  a  description  term 
(e.g.  Quarterly  journal  of  economics,  or  Atlantic  monthly)  it  is 
necessary  to  retain  it,  but  otherwise  it  is  better  to  omit  it  from 
the  title  and  give  it  in  a  note  (see  A.L.A.  121),  as  this  is  a 
detail  which  is  very  liable  to  change.  When  there  is  a  change 
in  the  frequency  of  publication  of  a  periodical  which  includes 
this  as  an  integral  part  of  the  title,  the  case  comes  under  the 
treatment  for  ’’Changed  titles”,,  given  below. 

For  editors  also  i  .  is  better  to  omit  the  names  from  the  title 
and  give  in  a  note  instead. 

If  the  dates  covered  by  the  volume  are  included  in  its  title 
it  is  well  to  give  in  the  title  on  the  card  for  periodicals  which 
have  ceased  publication  and  of  which  the  library  sets  are  complete, 
the  inclusive  dates  from  beginning  to  end  publication.  If 
thought  sufficiently  important  these  dates  may  be  supplied  in  [  3 
when  not  given  on  the  title-page.  If  dates  are  given  on  either 
the  first  or  last  volume  and  not  on  the  other  the  missing  date 
should  be  supplied  in  t  j.  If  the  break  between  volumes  does  not 
coincide  with  the  beginning  of  the  year  it  is  well  to  include  the 
names  of  the  months  in  this  ti tlf^jL^3-^6  statement,  bracketing 
if  not  given  on  the  title-page. 


Correspondingly  it  is  well  on  ca.rde  for  sets  which  are 
still  "being  published  or  for  those  of  which,  though  finished,  the 
library  sets  are  incomplete,  to  include  in  the  title  the  date 
of  "beginning  of  the  earliest  volume  in  the  library,  fo3.1owed  by 
a  dash  and  space,  unless  this  date  is  for  the  last  volume  of 
a  finished  set,  in  which  case  the  inclusive  dates  for  the  volume 
should  be  given.  If  the  first  volume  in  the  library  is  not 
the  first  volume  in  the  set,  the  date  when  it  began  should  be 
given  in  pencil . 

For  current  and  for  incomplete  finished  sets  it  will  be  of 
advantage  to  include  in  the  title-date  the  name  of  the  month 
(even  if  it  is  January) ,  unless  the  entire  volume  corresponds 
with  the  entire  year,  as  chi s  point  is  a  clue  to  months  covered 
by  groups  given  under  ’’Library  has”  statement  (treated  below). 

For  names  of  months  the  common  abbreviations  are  to  be  used. 

If  information  is  actually  sup' xied  in  title,  e.g.  the  name 
of  the  month,  it  should  be  bracketed,  but ^ in  view  of  possible 
variations  on  title-page3,  ...  need  not  be  used  to  indicate 
omissions. 

With  complete; finished  sets  the  cataloger  has  before  him 
all  the  title-page  variations  which  must  be  taken  into  account, 
and,  with  this  definite  knowledge  of  the  facts,  can  shorten  the 
title  more  to  his  satisfaction  than  when  he  is  dealing  with 
possibilities,  but  it  i3  convenient  to  have  the  same  general 
rules  cover,  as  far  as  possible,  both  finished  and  unfinished 
sets.  Accordingly  it.  is  desirable  to  omit  from  the  title  as 
freely  as  can  be  done  without  the  loss  of  any  information  of  real 
value. 

c)  Imprint.  Give  pla&o  and  publisher  as  usual,  as  long 
as  they  remain  unchanged. 

When  a  set  is  published  by  a  firm  which  has  changed  its 
name,  the  name  inay  be -given  as  in  the  earliest  volume  in  the 
library,  followed  by  t  &c. j  or  if ,  up  to  the  time  of  cataloging, 
there  has  been  only  one  change  of  name,  both  forms  may  be 
given,  as  "Jansen,  McClurg  &  co.  (later  A  C.  licClurg  &  co.)” 

When  a  set  has  had  two  nublishers,  both  names  may  be  given, 
as  for  Galaxy:  "W.C‘.  &  F.P.  Church,  1866-68;  Sheldon  &  co.  1868-70,” 
or  the  first  or  the  more  important  may  be  given  in  the  imprint,  and 
the  other  mentioned  in  a  note. 


V 
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\7hen  a  set  has  had  several  publishers,  the  first  or  most 
important  may  he  given  in  the  imprint  and  a  note  added  "Several 
changes  of  publisher "  If  the  name  of  the  current  publisher  is 
not  the  one  given  in  the  imprint,  it  should  be  furnished  in  a  note, 
with  the  date  from  which  it  was  connected  with  the  publication, 
e.g.  "1897-date,  published  by  the  International  magazine  co. n 

Change  in  place  of  publication  is  less  frequent,  but  is  to  be 
treated  on  the  same'  plan  as  -change  in  publisher. 


Imprint  dates  are  to  be  given  for  finished,  complete  sets, 
as  for  any  other  set  of  books;  i.e.  giving  the  first  and  last 
dates,  connected  by  a  dash.  "When  neither  imprint  nor  copyright 
dates  are  given,  dates  are  to  be  supplied  in  agreement  with  the 
publication  of  the  end  of  the  respective  volumes. 

For  other  periodicals  the  imprint  date  is  to  be  emitted,  the 
information  being  sufficiently  and  more  satisfactorily  covered  by 
the  "Library  has"  statement,  made  with  such  periodicals. 

d)  Collation,  (l)  Give  number  of  volumes  for  a  periodi-eal 
of  which  the  library  has  a  finished,  complete  set,  as#  27v.  If  the 

periodical  ceased  publication  with  only  one  volume,  give  volume 
number,  followed  by  number  of  pages,  as  v.l,  46lp.  For  a  periodical 
of  which  the  library  has  not  a  finished,  complete  set,  omit,  in 
the  collation,  any  mention  of  volumes. 

(2)  Indicate  illustrations  only  when  the  magazine  is  generally 
illustrated  .  Do  not  distinguish  kinds  of  illustrations  but 
include  all  under  the  term  "illua".  (Exceptions  may  in  rare 
instances  be  made  where  the  distinct  kind  Is  important  as  such, 
e.g.  the  plates  in  some  specially  fine  scientific  or  art  periodical, 
or  the  maps  in  a  geographic  magazine.) 

(3)  Omit  size  .  Since  periodicals  frequently  change  their 
size  as  published/  or  slight  variations  occur  in  the  binding,  it 
is  often  impracticable,  with  a  minute  measurement  system,  to  record 
the  changes,  and  therefore,  for  the  sake  of  uniformity,  the  size 

is  to  be  omitted  for  all  periodicals. 


e)  "Library  >,as"  statement.  On  the  main  card  for  periodicals 
not  finished  and  complete  (i.e.  those  sets  to  which  volumes  are 
liable  to  be  added)  stamp  on  the  line  below  the  collation,  at 
inner  indention,  the  words  "Library  has11  and  follow  this  by  a 
columned  statement  of  the  volumes  actually  in  the  library.  For  a 
long  block  of  cons’ecutive  volumes  give  the  statement  in  groups 
of,  e.g.  10  or  20  volumes  each.  If  the  library  has  v.l,  begin 
the  enumeration  on  the  line  belww  "Library  has",  outer  indention, 
giving  inclusive  volume  numbers  for  the  group  ,  followed  by  the 
corresponding  years  covered  (omitting  months).  The  years  given 
correspond  to  the  title  dates,  not  to  the  imprint  -date s . 
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In  the  case  of  broken  sets  leave  space,  according  to  judgment, 
for  missing  volumes.  The  insertion  of  added  volumes  will  often 
be  helped  by  writing  in  pencil  the  numbers  immediately  preceding 
or  following  a  gap,  if  more  than  one  volume  is  missing;  but  it  is 
better  even  when  only  one  volume  is  missing,  to  leave  the  blank 
line,  to  make  the  fact  more  distinct.  In  the  treatment  of  current 
sets  the  last  volume  number  and  date  should  be  given  in  pencil 
unless  it  is  the  last  volume  of  a  group,  according  to  the  plan  adopted 
for  the  size  of  groups. 

When  the  enumeration  consists  simply  of  a  single  series  of  volume 
numbers,  followed  by  the  years*  two  columns  can  generally  be  given 
on  a  card. 

When  a  periodical  has  been  published  with  more  than  one  series 
of  volume  numbers  (see “A. L. A.  rules,  pref.p.16,  definition  for 
Series,  paragraph  3)  give,  1st, the  volume  numbers  actually  used 
(generally  the  continuous  voluming  o:'  the  set);  2d,  in  curves, 
the  designation  of  the  special  series,  with  its  own  volume  numbers; 
and  3d,  the  years  covered.  (Compare  on  List  17,  Books  to  be 
cataloged,  the  treatment  of  the  "New  England  magazine"  and  the 
"Century" . ) 

Frequently  when  a  series  has  been  completed  at  the  time  of 
cataloging,  it  is  convenient  to  give  an  entire  series  as  a  group. 
Designation  as  "ser.l"  may  be  omitted  unless  on  the  title-page. 

When  a  set  for  which  "Library  has"  card  has  been  made,  ceases 
publication  and  the  library  set  is  complete,  this  card  is  reijritten, 
subst^ffi^ting  for  the  "Library  has"  statement  the  completion  of  the 
date  in  the  title  and  the  addition  of  the  inclusive  imprint  dates 
(as  directed  above  under  "Imprint",  for  finished,  complete  sets) 
and  adding  a  note,  recording  the  disc^ntinuanee  of  the  publication. 

f)  Miscellaneous  notes.  Except  for  the  "Library  has"  state¬ 
ment,  which,  as  of  the  greatest  interest  to  the  reader,  is  to  be 
given  on  the  first  card,  the  order  of  notes  prescribed  by  the  A.L.A. 
code  and  the  Library  of  Congress  (  A.L.A  .  121 )  is  to  be  followed. 

Note  of  frequency  of  publication  should  always  be  given  except 
when  retained  in  title. 

In  the  place  where  important  variations  in  title  should  be 
specifically  given  (note  2,  in  A.L.A.  rule)  the  phrase  "Minor 
changes  in  title"  may  be  used  for  facts  covered  by  that  statement* 

For  finished  periodicals,  generally  after  all  other  notes, 
say,  e.g.  "No  more  published,"  or  "Discontinued"  (with  date),  or 
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W^rged  in" (with  title  of  other  periodical  and  the  date),  etc.  In 
notes  referring  to  another  periodical  in  the  library,  the  call  number 
of  the  periodical  referred  to  should  be  included  with  the  title, 

A  separate  card  should  be  used  for  miscellaneous  notes  for  all 
periodicals  except  those  of  which  the  library  has  finished,  complete 
sets,  keeping,  for  other  periodicals,  the  first  card  clear  for  "Lib¬ 
rary  has"  statement. 

If  a  periodical  for  which  such  a  separate  card  has  been  made, 
ceases  publication,  and  the  first  card  is  rewritten  as  finished  and 
complete  ,  the  separate  notes  card  may  be  retained  if  the  notes  are 
long  or  numerous,  but  if  few  and  short  they  may  be  transferred  to 
the  first  card. 

On  cards  to  which  additions  are  likely  to  be  made,  it  is  well 
to  leave  space  between  such  groups  of  notes  as  changes  of  title 
and  changes  of  editor,  to  allow  for  the  insertion  of  information 
for  earlier  or  later  volumes. 

Use  regular  paragraph  indention,  except  that  in  the  case  of 
notes  for  editors,  if  the  information  runs  over  the  line,  a  further 
deep  indention  may  be  employed  to  allow  the  use  of  ditto  marks 
for  the  phrase  "ed.by"  and  thereby  make  these  notes  stand  out 
clearly  as  a  group  (see  sample  cards). 

g)  Indexes.  If  a  periodical  has  an  $ndex  covering  several 
volumes,  catalog  &his  separately  as  follows: 

In  the  case  of  a  finished,  complete  set,  add  th*  entry  to  the 
first  card  if  there  is  room,  according  to  the  plan  for  added 
editions.  For  other  periodicals,  make  the  entry  on  -“"r  a  separate 
card,  to  be  filed  after  the  "Library  has"  statement'  and  before  the 
miscellaneous  notes. 

Use  a  dash  to  represent  the  title  of  the  periodical,  as  is  done 
for  the  author’s  name  in  the  case  of  added  editions.  Then  give 
title,  with  full  imprint  and  full  collation;  according  to  the  rules 
for  any  other  separate  work,  using  ...  and  t  3  according  to  regular 
rules.  The  name  of  the  periodical,  being  represented  by  a  clanh,  need 
not  generally  be  repeated  in  title  in  the  catalog  entry  for  the 
index.  This  omission  need  not  be  indicated  by  ...  unless  the  phrasing 
seems  less  awkward  with  these  than  with  what  would  otherwise  be  used 

to  represent  the  inverted  arrangement,  e.g.  " _ General  index  to; 

from  the  20th  to  the  40th  volumes"  or  " _  General  index...  from 

the  20th  to  the  40th  volumes". 
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Notes  about  the  index  cataloged  or  any  ether  indexes  for  the 
set  are  given  on  this  card. 

The  call  number  for  the  index,  including  the  volume  number, 
is  written  in  the  margin,  opposite  the  index  entry,  as  for  an 
added  edition. 

5  Added  entries  for  subject,  editor,  etc. 

a)  Position,.  Begin  on  line  following  heading,  but  at  outer 
indention,  This  is  contrary  ts  all  previous  rules  for  tit!l e~  " 

-entry  indention  but  is  desirable  as  making  the.  entry  word  more 
conspicuous  and  presenting  in  general  a  better  appearance  on.  the 
card.  The  alternative,  covering  the  same  points,  would  be  the 
omission  of  one  line  after  the  heading,  with  inner  indention  for 
the  title  entry,  but  this  results  in  dropping  the  entry  one  line 
and  the  advantages  seem  to  be  greatest  with  the  first  method,  which 
is  to  be  followed  for  class  worl:. 

b)  Title,  imprint,  collation f  indexes  and  notes,  rn  nub.j ect 
cards  for^Finj  s&ed  »  compTet  a  sVfr  ^givIT  title ,  imprint,  collation, 
indexes  ard  note’s  as  on  maun  cards. 

On  subject  cards  for  sets  for  which  the  main  card  contains  the 
^Library  has"  statement,  give  short  title  and  J.n  plo-ce  of  the  pfrher 
facts  given  on  the  main  card,  stamp  the  note  Remitting  one  lino 
after  the  title)  ltPor  full  statement  of  volumes'  in  library  see-n  (adding 
by  pen  or  typewriter  the  entry  words  for  the  main  card,  making  the 
reference  full  enough  for  identification  to  be  reasonably  sure 
and  eauy). 

Cn  editor  cards  give  short  title,  .inclusive  imprint  dates  J 
for  volumes  covered  by  the  editorship  represents  uy  cne  ca.ru,  and 
the  inclusive  volume  numbers,  as  v.  X-‘9,  unless  the  editorship  cowers 
an  entire  finished,  complete  set,  when,  instead  of  inclusive  volume 
numbers,  the  total  number  of  volumes  would  be  given,  as  Pr. 

If,  because  of  breaks  in  the  set  of  volumes,  the  period  of  editorship 
is  uncertain,  the  doubtful  dates  and  volume  numbers  should  be 
given  in  pencil. 


5  Added  entries*  for  partial  titles. 


When  a  partial  title  card  is  needed  for  a  periodical,  give 
partial  title  cn  top  line,  inner  indention,  coining  baok  to  outer 
indention  if  it  runs  ever  the  line. 


If 
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Instead  of  writing  the  full  title  in  its  regular  place, 
stamp  and  fill  out  the  reference  to  the  full  title,  as  on  sub¬ 
ject  cards,  e.g. 

051  Columbian  magazine. 

C72 

For  full  statement  of  volumes 
in  library  see  Columbian  lady’s  &  gentle¬ 
man’s  magazine. 

As  the  arrangement  corresponding  to  the  ordinary  partial 
title  card  would  be  awkward  and  perhaps  confusing,  this  form  might 
be  retained,  even  after  the  set  was  finished  and  complete. 

7  Changed  titles 

When  a  periodical  makes  a  decided  change  in  its  name 
some  libraries  catalog  under  each  title  the  volumes  thus  pub¬ 
lished,  some  libraries  catalog  the  whole  set  under  the  earliest 
title  with  either  added  entries  or  references  under  later  titles, 
some  libraries  (see  Library  of  Congress  practice,  A.L.A.  code, 
p.37)  catalog  the  whole  set  under  the  latest  title,  with  added 
entries  or  references  under  earlier  titles,  while  others  catalog 
the  whole  set  under  what  was  the  latest  title  at  the  time  the 
periodical  was  originally  cataloged,  with  added  entries  «r 
references  under  both  earlier  and  later  forms.  With  any  of  these 
treatments  notes  should  be  used  freely  to  show  connection  with 
earlier  and  later  forms,  and  the  call  number  of  a  periodical 
mentioned  in  a  note  or  reference  should  be  given  with  its  title. 

When  an  editor  card  is  made  for  a  periodical  which  has 
changed  its-  title ,  it  is  better  to  use  on  the  editor  card  the 
title  under  which  the  periodical  was  published  during  the 
special  editorship,  but  if  this  extended  over  the  change  of  name 
the  title  covering  the  longer  period  of  editorship  (or  the 
current  title  if  included  under  the  editorship)  would  be  prefer¬ 
able.  In  all  cases  where  the  editorship  covered  more  than  one 
title,  and  in  many  other  cases,  as,  e.g.  a  periodical  fljuch 
better  known  under  a  different  form  of  title,  notes  should  be 
added  referring  to  the  other  form  or  forms. 

8  "Merged  in1’  or  ’’Incorporated  with” 

Frequently  one  periodical  is  combined  with  another.  Such 
periodicals  may  all  be  regarded  as  either  "Merged  in"  or 
"Incorporated  with"  the  other  periodical,  or  a  distinction  may  be 
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drawn  "between  the  two  phrasee,!,IIerged  in”  "being  used  for  a 
peri  idicai  which  seeas  at  once  to  lose  its  identity,  " In cr.rpo ratal 
witl'i”  when  for  a  time  after  the  bfmoine ti-on  "both  periodicals  seem 
to  retain  a  clearly  defined  existence,  as  in  the  preservation 
ef  "both  names.  (For  illustrations  see  "Atlantia  monthly”  with 
"Putnam* s  magazine”,  on  accompanying  List  17),  The  distinction 
in  the  phrase  would  "be  observed  only  in  the  notes;  the  treatment 
of  the  periodicals  being  the  same;  i. e.  the  periodical  "merged  in" 
cr  "incorporated  with"  the  other  would  "be  cataloged  as  a  finished 
publication ,  observing  the  point  as  to  whether  or  not  the 
library  set  was  complete.  At  the  end  of  the  notes  the  final 
step  would  "be  recorded,  as  ,  "2To  more  published.  In  Deb. 1878 
merged  in  the  Atlantic  monthly  (051  AS 8 )." 

On  cards  for  finished  periodicals  for  which  the  library  sets 
are  incomplete  the  phrase  !LTo  more  published"  following  the 
"Library  lias”  statement  would  not  "be  strictly  true  and  a  "better 
description  would  "be  "Discontinued” (with  the  date),  which  could, 
if  preferred,  be  used  in  all  cases. 

On  the  card  for  the  periodical  in  which  the  other  was 
merged  or  with  which  it  was  incorporated ,  a  note  should  be  made 
of  this  fact  (see  under  "Atlantic  monthly") 

9  Call  numbers 


Call  numbers  should  be  given  in  their  usual  place,  for 
all  entries,  and  when  applying  to  only  part  of  a  set,  as  for 
the  editor  of  part  of  a  set,  the  inclusive  volume  numbers  covered 
should  be  included  in  the  call  number.  (This  ruie  for  the 
inclusion  of  volume  numbers  should  not,  on  zhe  ground  that  the 
library  has  only  part  of  the  volumes,  be  applied  on  main  .cards 
and  subject  cards  for  imoomplete  sets.) 

When  volume  numbers  for  the  latest  volumes  fif  a  current  set 
are  to  be  given  in  the  call  number,  write  the  number  of  the  first 
volume  concerned,  followed  by  a  dash,  e.g.  051  .  On  editor 

125 

\i23- 

cards  for  current  sets,  even  when  the  editorship  has  continued  from 
the  beginning,  it  is  better  to  include  the  volume  number  in  the 
call  number,  as,  v.lr 

Brackets  are  not  to  be  used  for  volume  numbers  in  call 
numbers,  even  when  they  are  used  in  the  collation  (i.e.  when 
they  are  not  furnished  by  the  volumes  to  which  they  apply). 
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10  Ac cession  numbers 

7 or  a  periodical  which  ceased  publication  after  a  few 
volumes,  or  for  one  or  two  odd  Yolumes  of  a  set  which  the 
library  is  not  likely  to  complete.,  accession  numbers  may  be  given 
in  their  usual  place,  followed  by  the  volume  numbers. 

For  a  current  set  and  in  other  cases  where  there  are  mar./ 
accession  numbers,  instead  of  specifying  these  numbers  it  is 
better  to  write  in  their  place  "See  shelflist". 

11  Capitalization 


For  capitalization  follow  A.L.A.  172a)  but  not  172b). 


B-C  ALMANACS  AND  YEAR-  300KS 

Almanacs  and  year-books  are  to  be  cataloged  in  general 
like  periodicals  (see  A.L.A  .rules  123),  but  dates  for  annuals 
corresponding  to  the  calendar  year  may,  if  desired,  be  omitted 
from  the  title  when  given  in  the  M Library  has”  statement. 

The  separate  name  of  the  place  may  be  omitted  from  the 
imprint  when  included  in  the  name  of  the  publisher,  as, 

Brooklyn  daily  eagle. 

s 

Such  phrase^as  ’’annual  issue”,  ”10th  edition”,  etc.  are 
often  used  with  the  meaning  of  volume  and  are  to  be  listed  under 
that  term,  without  t  ]  when  the  fact  is  taken  from  the  special 
volume  to  which  the  number  belongs.  Sometimes  the  information 
to  the  effect  that  the  issue  in  hand  is  a  first  or  second  volume, 
etc.  is  given  in  some  such  place  as  the  preface  and  in  such 

cases  the  volume  number  is  to  be  given  in  [  j.  When  nothing 
corresponding  to  a  volume  number  is  given,  years  may  be  used 
alone. 


D  DIRECTORIES 

Follow  A  L.A.  code  125.  Read  also  Cutter  115.  (When  subject 
entries  ar6  not  made,  some  libraries  enter  local  directories 
under  such  form  of  the  title  as  will  make  the  name  of  the  place 
the  entry  word. ) 

For  treatment  of  such  phrases  as  ’’annual  issue" 

"10th  edition"  etc.  and  use  of  dates  in  titles  see  under 
"almanacs"  above. 


t 


11 


Sample  cards 

Finished,  complete  set 
Main  card 


595.78  Papilio^  the  organ  of  the  !Tew  York 

P21  entomological  club;  devoted  exclusively  to 
Lepidoptera.^T. Y. tpub .  by  the  society?]  1881 
84.  4v.illus. 

Published  irregularly. 
v.1-3  ed.  by  Henry  Edwards* 
v.4  "  E.H.  Aaron;  pub.  in  Phila¬ 

delphia. 

After  v.3  the  club’s  connection  with 
Papilio  ceased. 

Pis continued  with  v.4. 


Subject  card 


595.78  Lepidcptera. 

P21  Papilio:  the  organ  of  the  Hew  York  entomo¬ 
logical  club;  devoted  exclusively  to  Lepi- 
doptera.  N.Y.  tpub.  by ‘the “socle ty‘C 
1881-84.  4v. illus . 

Published  irregularly. 

v.1-3  ed.by  Henry  Edwards. 

v.4  "  E.M.  Aaron;  pub.  in  Phila¬ 

delphia. 

After  v.3  the  club’s  connection  with 
Papilio  ceased. 

Discontinued  with  v.4. 
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Editor  cards 

595.78 
P21 
v.  1-3 

Edwards,  Henry,  ed. 

Papilio.  1881-83.  v.1-3. 

595.78 
P21 
v.  4 

Aurora  t  Brge.ie  k  [array  3  ed'. 

Papilio.  1864.  v„4* 

General  secondary  card 

595.78 
P21 
v.  1-3 

Hew  Yoa?k  entomological  club. 

Papilio:  the  organ  of  the  Hew  York  entomo 
logical  club.  1381-83.  v.1-3. 

905 

E58 

Current,  complete  set 

Main  card 

English  nistorical  review. 

Lond .  Longmans . 

Library  has : 
v* 1-10  1886-95 

v. 11-20  1896-1905 

v. 21-23  1906-08 

See  next  card 

905 

E58 

v.Q 

1 

2 

General  index. .. v. 1-20 ,  1886-1905  ... 
Lond  .^Longmans  ,^1906 . ^.5 9p.  25. 5cm. 

See  next  card 


New  York  State  Library  School 


unior  cataloging 
Jennie  D.  Yellows 


List  15 

1  INDEPENDENTS 
2  ADDED  2D II  IONS 
Directions 
1  Independents 


1  Definition.  Independents  are  hooks  or  pamphlets  published 
separately  and  afterwards  bound  together,  such  consolidation  not 
being  a  part  of  the  publisher’s  work.  See  also  Hitchler,  p.51, 
but  add  to  her  definition  after  "books"  the  phrase  "which  were 
published  separately". 

2  Independents  vs  separately  paged  analytics,  a)  The  separately 
paged  analytic  is  a  part  of  the  book  as  first  published  and  belongs 
in  all  copies  of  that  edition. 

b)  The  independent  is  one  of  two  or  more  publications  issued 
separately,  and  afterwards  bound  together.  Of  such  a  combination 
there  may  be  only  a  single  copy;  if  there  are  duplicates  each 
must  be  prepared  individually. 

c)  Distinguishing  ;«r,rks  may  appear  in  the  book,  showing  clearly 
whether  it  is  a  case  for  analytic  or  independent  treatment,  but 
such  marks  are  sometimes  entirely  lacking  and  the  treatment  must 
be  settled  simply  in  accordance  with  the  cataloged s  judgment. 

d)  Analytic  treatment  may  be  indicated  in  various  ways;  e.g.  a 
title-page  mentioning  both  works ,  a  preface  or  table  of  contents 
treating  of  both,  a  cover  title  (but  not  necessarily  a  binder's 
title  or  label)  including  both,  continuous  numbering  of  signatures, 
or  (in  the  case  of  unnumbered  signatures)  the  beginning  of  a  later 
pagination  in  the  same  signature  with  a  previous  pagination. 

e)  Independent  treatment  may  sometimes  be  determined  by  the  cata¬ 
loged  s  knowledge  of  the  previous  history  of  the  parts,  as,  for 
example,  that  the  parts  have  been  combined  by  the  library  or  by 
some  individual,  but  the  decision  often  rests  merely  cn  the  appearan 
of  the  book.  A  difference  in  publisher  or  a  wide  discrepancy  in 
da+f'S  may  serve  as  evidence,  but  frequently  there  is  no  means  of 
actually  establishing  the  facts.  In  cases  of  uncertainty  incline 
to-'arc  ■  the  independent. 

3  Treatment .  Read  Cutter,  rule  5,  but  follow  stenciled 
specifii cations . 
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Catalog  completely,  as  though  an  entirely  separate  work, 
each  part  decided  on  as  an  independent ,  "out  make  the  following 
exceptions  in  minor  stalls. 

a)  Give  for  size,  not  the  size  of  the  cower,  as  in  the  case  of 
separate  "books,  hut,  the  size  of  the  page  of  the  special  work 
being  cataloged.  As  independents  of  quite  different  sizes  are  seme- 
times  hound  t  ogether  this  method  gives  a  better  h ib 1 i o gr aphi o 
description  than  the  use  of  the  cover  size.  If  the  difference 
between  the  size  of  the  publication  and  the  size  of  the  .  cover! 
is  so  great  as  to  affect  the  place  of  shelving  this  difference 
may  be  indicated  in  a  note.- 

b)  Consider  the  main  card  for  one  of  the  independents 
(general!;^  the  first)  as  being  the  main  card  for  the  volume  and 
on-'  this  give  accession  number  of  the  volume,  the  tracing  for 
added  entries  for  that  separate  publication ,  and  the  number  of 
other  sets  of  cards  for  the  volume,  specifying  the  headings  for 
the  main  oardgiTor  the  different  sets  fully  enough  to  make  it 

easy  to  find  them.  In  case  the  volume  calls  for  so  many  different 
sets  of  cards  that  they  can  not  all  be  satisfactorily  traced 
on  the  main  card  a  separate  official  record  may  be  kept (as 
suggested  for  the  tracing  of  very  numerous  analytics )ref erring 
to  this  list  in  the  place  for  the  tracing,  as,  "27  other  sets; 
see  official  list".  If  the  same  heading  is  used  for  mere  than 
one  set  the  statements  should  be  combined*,  as  "3  sets  under* 

Gray,  H.I1." or  if  additional  sets  have  the  same  author  heading 
as  the  first,  "2  other  sets  under  Thorpe”. 

c)  Main  card  for  each  of  tne  other  independents  takes  the 


tracing-  for  its  own  ati.qed  entries  but  no  accession  number 

U  On  the  mair.  card  te  (gencr&liyf  Uc~Hro!b  independent.!,.*  - 
tc  .  ard  regarded  <ta  the  iftin  cord  for  the  volune.  add  a  not 4 
mentioning  the  others .  li  tne  volume  contains  only  one  :;r 
two  additional  works  give  on  the  main  card  the  note  ” bound  with 
(specifying  the  anthers  and  titles  of  the  others)  as,  "Sound 
with  the  author’ h  Autocrat-  of  the  breakfast  table"  or  "Bound 
with  the  Deserted  village,  by  Oliver  Goldsmith;  &  Sesame  oc  lilies, 
by  John  Raskin"..  Sometimes  the  form  of  note  works  out  better 
by  the  use  of  the  possessive  pronoun  or  the  author’s  name  in  the 
possessive,  as 4 "his  Autocrat  of  the  breakfast  table"  or "John 
Huskin’ s  Sesame  L  lilies". 


If  more  than  two  additional  independents  are  included  in 
the  volume,  add  to  the  main  card  a  more  general  note,  as  "Bound 
w i  th  o  th e  r  p  amphl e  t  s " . 

e)  On  all  the  cards  for  all  works  in  the  volume  except  th:  first 
give  a  note  mentioning  both  the  others  when  not  more  than  two 
additional  ones  are  included  in  the  volume*,, mentioning  the  first 
with  an  allusion  to  the-  others  when  there  -are  more  tko  addi  ticual 


ones,  as  "Bound  with  his  Letters  from  British  settlers,  and  his 
Taxes  cn  knowledge”,  or  "Bound  with  Lowell's  Vision  of  Sir 
Launfal,  Sc  other  pamphlets".  If  two  titles  are  mentioned  in  t  e 
note  indicate  the  author,  if  known,  with  each.  Otherwise  it  may 
not  he  clear  whether  they  are  hy  the  same  author  or  whether  the 
author  of  one  of  them  is  unknown 

If  this  note  is  not  given  on  all  cards  for  other  than  the 
first  independent,  the  reader  who,  wishing  one  of  these,  sends 
for  the  volume  and  on  opening  it  sees  a  different  title  may  think 
that  the  hook  is  not  the  one  he  called  for.  Por  this  reason  the 
first  publication  in  the  hook  should  he  named  first. 


613.1 

G86 

Sample  cards 

i  Gris  com,  John  Hoskins 3  11.  D. 

Uses  &  abuses  of  uir...  with  remarks 
on  the  ventilation  of  houses.  1T.Y. 

Bedfield  ,1848.  249p.pl. 19cm. 

Bo  .nd  with  Punishment , not  prevent¬ 
ive,  not  reformatory. 

613.1. 

G86 

A  i  r 

[Gri scorn,  J .H.  j  ILL. 

Uses  1*  abuses  of  air... with  remarks 
on  the  ventilation  of  houses.  ft.y. 

Redfield,  1848.  249p.pl. 19cm. 

613.1 

G86 

Uses  d  abuses  of  air.  1848. 

[Griscom,  J.K.  j  11. D. 

613.1 

G86 

Punishment , not  preventive,  not  re¬ 
formatory.  n.p.no  pub.il8-5  36p.l9om. 

ITo  title-page. 

Bound  with  the  Uses  &  abuses  of  air, 
by  J.K.  Griscom. 

c 
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613.1 

G86 


Punishment 


Punishment , not  preventive,  not  re¬ 
formatory.  n.p.no  puh .  [18—]  36p. 


36p. 19cm. 


1'To  title-page.  _  . 

Bound  wuth  the  Uses  k  abuses  of  air , 


"by  J.H.  Grisccm. 


o 


Addea  editions 


a)  The  definition  of  edition  given  in  the  A.L.A,  rules,  pref. 
p.14,  "The  whole  number  of  copies  printed  from  the  same  set  of 
types  and  issued  at  the  same  time",  is  substantially  the  same  as 
that  given  by  the  Century,  Standard  and  Webster,  bu"  Y/ebster,  with 
the  definition  "The  whole  number  of  copies  of  a  work  printed 
and  published  at  one  time"  adds  "usually  distinguished  from  an 
impression.  In  editions  after  the  first,  corrections,  additions 
or  alterations  of  the  text  are  made,  or  the  type  reset;  a  second 
or  succeeding  impression  is  from  the  unaltered  original  plates". 

These  definitions,  fexcept  Webster’s,  are  based  wholly  on  the 
earlier  method  of  printing  from  moveable  type  and  the  subsequent 
distribution  of  the  type,  involving  its  resetting  for  a  reissue, 
which  was  therefore  properly  a  new  edition.  With  the  advances  in 
printing,  for  a  large  proportion  of  the  books  plates  are  made 
corresponding  to  the  pages.  These  plates  are  stored  and  used 
for  reprints  which,  corresponding  exactly  to  the  original,  are  not 
properly  editions,  as  brought  out  in  YYehster’s  supplementary  state¬ 
ment.  Such  reprints  may.be  designated  as  different  impressions, 
issues,  reissues  or  thousands,  but  these  distinctions  are  of 
value  only  for  minute  bibliographic  descriptions  and  are  to  be 
disregarded  for  class  work.  In  many  cases  such  reprints  appear 
as  numbered  "editions",  but  as  such  numbering  may  include  both 
revised  and  unrevised  editions  it  is  best  to  accept  for  these  the 
publishers’  term. 

Cutter, p. 19,  says  "Edition:  a  number  of  copies  of  a  book, 
published  at  the  same  time  and  in  the  same  form.  A  later  publi¬ 
cation  of  the  same  book  unchanged  is  sometimes  styled  a  different 
edition,  sometimes  a  new  issue,  sometimes  a  different  thousand." 
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The  phrase  "in  the  same  form"  is  an  important  supplement  to  the 
phrase  "at  the  same  time",  as  a  larg-  paper  or  some  ether  special 
edition  might  he  "printed  from  the  same  set  of  types  and  issued 
at  the  same  time".  Bread  Cutter  255-56. 

^~Fcr cataloging  purposes  different  editions  are  those  which 
are  subject  to  some  difference  in  the  description  on  the  cards, 
even  though  this  difference  is  nothing  more  than  the  imprint  date* 
See  Cutter,  p.19,  "Tit’le  edit*ion". 

Exact  duplicates  are  called  copies  and  this  term  is,  accord¬ 
ing  to  the  policy  of  the  library,  extended  to  include  varying 
degrees  of  duplication,  many  libraries  using  the  term  to  cover, 
in  fiction,  entirely  different  editions. 

b)  For  defini  ion  of  added  edi  vion' ,,  sec-  Cutter,  p*13;  Hit chler , 
p.  39. 

c)  For  methods  of  adding  editions  to  catalog  cards  see  A.L.A. 
rules,  p*76,  but  follow  the  form  in  the  stenciled  sample  cards* 
giving  preference  to  the  word  "Same". 

d)  When  an  edition  is  to  be  added  to  cards  already  made,  the 
extra  entry  should  be  made  on  all  cards  to  which  it  applies, 
according  to  specifications  (l)-(8)  given  below,  subject  to 
such  variations  in  fulness  of  entry  as  are  called  for  by  the  dif¬ 
ferent  kinds  of  cards.  Omit  a  line  between  entries  when  there 

is  room,  exvept  on  series  cards,  wh  re  regular  rule  for  arrange¬ 
ment  should  be  followed.  An  exception  to  the  general  method 
must  frequently  b^  made  on. series  cards;  i.e.-  if  the  work  to  which 
an  edition  is  to  be  added  is  the  latest  entry  on  the  series  card 
follow  the  general  rule  for  added  editions,  but  if,  on  the  series 
card,  entries  for  other  works  follow  the  original  entry  for  the 
work  in  question,  it  will  generally  be  best  to  make,  on  the 
series  card , the  entry  for  the  added  edition  as  an  entirely 
distinct  entry,,  following  those  already  made. 


Specifications 


(l)  Indicate  repetition  nf  author’s-  name  by  a  dash  about 
one  centimeter  long,  beginning  at  outer*  indention,  at  the  height 
oftep  of  lower  case  letters,  on  manuscript  cards.  On  typewritten 
cards  use  the  dash  if  there  is  one  on  the  machine;  otherwise  use 
the  hyphen,  not  the  underline*. 


c 
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(2)  Indicate  repetition  of  title  "by  wor^^Same  to  represent  either 
the  whole  title  or~  merely  the  title  proper ,  ^according  to  the 
correspondence  "between  the  two  title-pages.  Write  this  word  on 
the  same  line  with  the  dash,  at  the  distance  of  one  m,  on  either 
manuscript  or  typewritten  cards. 

If  the  whole  title  is  ikdentical  the  woM  Same  is  sufficient 
to  indicate  the  repetition,  but  if  only  the  title  proper  is 
identical,  seme  variation  occurring  in  the  statement  of  edition, 
the  word  Seme  should  be  used  to  represent  only  the  title  proper 
and  the  statement  of  edition  should  be  written  out  in  the  same 
fulness  as  would  be  used  if  the  entry  stood  alone  on  the  card, 
using  the  semicolon  to  separate  this  statement  from  the  word 
Same ,  as  though,  instead  of  the  latter,  the.  title  was  written  out. 

If  the  original  entry  contains  no  statement  of  edition 
and  the  second  entry  contains  such  a  statement,  the  second  may  be 
added  to  the  first,  but  if  the  earlier  entry  has  a  statement  of 
edition  and  the  later  entry  has  no  such  statement  the  later 
entry  should  not  be  added  to  the  earlier  and  longer  entry,  as  the 
word  Same  would  in  this  case  imply  the  repetition  of  the  entire 
previous  title. 

Although  the  rule  for  adding  editions  to  a  card  when  there 
is  a  variation  in  the  statement  of  edition,  would  allow  on  the 
same  card  the  combination  of  editions  by  different  editors,  this 
would  not  generally  b#?  advisable ,  as  the  library  which  would  have 
editions  by  different  editors  might  also  have  extra  editions  "by 
the  same  editor  and  it  would  therefore  be  better  to  give  separate 
cards  to  editions  by  different  editors,  but  an  edition  with  an 
editor  may  be  added  to  one  without. 

In  libraries  doing  very  f  in4EJ  bib. If  ^graphic  work  it  would  be 
undesirable  to  allow  even  very  slight  variations  to  pass  under 
the  word  Same ,  but  for  most  libraries  serving  mainly  a  miscellaneous 
public  it  would  not  be  practicable  to  abserve  such  variations  and 
it  need  not  be- done  in  class  work,  e.g.  "French  revolution  in 
1848"  and\  ■  "French  revolution  of  1848",  or  the  omission  in  a 
later  entry  of  a  subtitle  or  alternative  title.  A  longer  title 
proper  may  be  added  to  a  shorter,  either  by  the  addition  of  the 
supplementary  information  (unless  this  would  result  in  awkward 
phraseology)  or  by  the  use  of  ...  When  . . .  are  used  in  the  earlier 
entry  to  indicate  omissions,  they  may  be  disregarded  in  applying 
the  word,  Same ,  considering  this  as  covering  only  the  actual 
written  words.  Correspondingly  ...  to  indicate  series  note  etc. 
at  head  of  title-page  for  the  additional  entry  are  not  to  be  used 
before  the  word  Same .  Occasionally  when  different  editions  are 
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being  cataloged  at  the  same  time  the  titles  may  be  shortened 

with  special  reference  to  agreement  in  the  catalog  entries,  provided 

that  nothing  very  important  is  thereby  omitted. 

When  more  than  two  editions  are  to  be  given  on  a  card,  if 
the  earliest  entry  has  no  statement  of  edition  and  the  second  has 
such  a  statement,  subsequent  editions  lacking  such  a  statement 
should  not  be  added  as  they  would  be  likely  to  be  understood  as 
corresponding  to  the  second  entry,  but  if  the  first  entry  has  no 
statement  of  edition  and  the  second  and  third  entries  have  such 
a  statement^  .  in  order  to  avoid  any  possible  misunderstanding 
on  the  part  of  the  reader,  it  is  safest  to  write  out  the  state¬ 
ment  of  edition  with  each,  even  though  the  wording  is  exactly 
the  same. 

(3)  At  intervals  of  a  centimeter  give  im-print  and  collation 
in  such  fulness  as  is  called  for  by  the  special  cards,  i.e. 
author,  subject,  title,  editor  etc;  also  series  note  on  the  cards 
on  which  it  regularly  appears.  These  details  are  given  with 
each  entry,  even  if  they  are  identical  with  those  in  the  edition 
previously  cataloged. 

(4)  ffotes  should  be  given  with  each  entry  as  applicable, 
except  that  notes  given  with  the  first  entry  may  be  referred  to 
in  the  later  entries  if  they  are  equally  applicable  to  these 

and  appreciable  space  is  thereby  saved  as , "For  notes  of  biography 
and  bibliography  see  entry  above”  or  "Contents  as  in  entry  above 
except  for  the  addition  of  the  following:  (giving  supplementary 
items  )•’  Occasionally ,  if  thought  important  for  the  sake  of  dis¬ 
tinguishing  editions,  as  two  of  the  same  date, such  notes  may  be 
added  on  short  entry  cards,  e.g.  title  or  editor,  as  would  not 
ordinarily  be  given,  e.g.  "London  ed."  and  "New  York  ed."  or 
series  note  may  be  given  after  imprint  and  collation  or  the  name 
of  the  edition  may  be  given  after  the  title. 

(5)  The  indi-carti<m  jthg^author ’  s  name  by  a  dash,  followed 
by  the  word  "Same"  is  common  to  all~'cards,  no  attempt  being  made 
to  indicate  a  repetition  pf  the  heading  for  subject  or  editor 
cards,  etc.  On  the  title  card  this  arrangement  reverses  the  regular 
order  for  title  cards  but  the  reader  will  not  analyze  this  detail 
and  the  opposite  arrangement  would,  though  more  logical,  be  less 
easily  understood. 

(6)  The  lat  er  edition  would  naturally  follow  an  earlier, 
but  if  the  later  one  was  cataloged  before  the  earlier  one  came  to 
hand  the  earlier  would  be  added  to  the  later  except  when  some 
difference  in  title  made  this  undesirable.  Y/hen  different  editions 
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(5)  The  indication  of  the  author’s  name  by  a  dash,  followed 
by  the  word  "Same”  is  common  to  all  cards,  no  attempt  being  made 
to  indicate  a  repetition  of  the  heading  for  subject  or  editor 
cards,  etc.  On  the  title  card  this  arrangement  reverses  the 
regular  order  for  title  cards  but  the  reader  will  not  analyze  this 
detail  and  the  opposite  arrangement  would,  though  more  logical,  be 
less  easily  understood. 

(6)  The  later  edition  would  naturally  follow  an  earlier,  but 
if  the  later  one  was  cataloged  before  the  earlier  one  came  to 
hand  the  earlier  would  be  added  to  the  later  except  when  some 
different  in  title  made  this  undesirable.  When  different  editions 
are  being  cataloged  at  the  same  time,  if  the  later  edition 

has  the  shorter  title  it  is  sometimes  desirable  for  that  reason 
to  give  it  the  first  place  on  the  card,  regardless  of  the  date. 
Differences  in  imprint,  collation  or  series  need  not  be  considered 
in  the  order  of  entries,  and  no  account  need  be  taken  of  the 
point  that  one  edition  may  be  published  under  the  author’s  name 
and  one  ananymously ,  nor  of  different  fulness  of  author's  name 
on  different  title-pages. 

(7)  Call  number  for  each  edition  is  given  at  the  left  edge 
of  the  card,  opposite  its  own  entry. 

(8)  Accession  numbers  for  all  editions  cataloged  should 

be  given  on  the  back  of  the  main  card  and  should  be  distinguished, 
as 


1124 

ed.7 

or 

1848 

Edin. 

or 

1956 

»  9 

1865 

Lond. 

While  some  distinguishing  mark  should  be  given  with  each 
edition,  the  different  editions  on  a  card  do  not  always  lend  them¬ 
selves  to  the  same  treatment,  e.g.  the  number  of  the  edition  may 
be  given  with  one  edition  and  a  publisher  or  series  note  V7ith  an¬ 
other. 


e)  For  entry  of  added  editions  on  author  card  only,  see 
Cutter  179,  but  notice  that  his  illustrations  are  only  for  very 
special  cases. 


f)  Sample  cards 
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239  Harr,  nek,  Adolf. 

.H22  What  is  Christianity?...  lectures 

delivered  in  the  University  of  Berlin. . . 
1899-1900;  tr...  by  T.  B,  Saunders.  Bond. 
Williams  &  17,1901*  301p„23cm. 

(Theological  translation  library.' 

359  — - —  Samp  ,  2d  cd,  lwi-jid.  IT.Y,  Putnam. 

'122 a  1506 c0'’ 01:  .  522p.21cm. 


239  Christianity. 

&22  Karnack,  Adolf. 

"What  is  Christianity?. , .  lectures 
delivered  in  the  University  of  Berlin... 
1899-1900;  tr..c  by  T.  B,.  Saunders.  Bond. 
Williams  &  N.  1901.  301p.23cm. 

(Theological  translation  library. ) 


239  _  Same;  2d  .ed.  revised.  N.Y.  Putnam, 

H22a  1906  ^1)1] .  322p.21cm. 


239  Saunders , Thomas  Bailey,  tr. 

H22  Karnack,  Adolf. 

What  is  Christianity?  1901. 


239  Same.  1906. 

H2.2a 


239  What  is  Christianity?  -1901. 

H22  Harnack,  Adolf. 


239  Same.  1906. 

H22a 


J12-225 


o  2.  o  \ 


Junior  cataloging 
Jennie  D.  Fellows 

List  13-14 
ANALYTICS 
Directions 

1  See  A.L.A.  code,  pref,  p.  13,  also  rule  170  and  sample  cards 
on  p.  79-80;  Cutter,  p.22  and  rules  193-96,  241,275;  Kitchler, 
p.40,  p. 4 , 19-20 ,25*'27  and  sample  cards  on  p.73-79;  lout  do  not 
follow  when  differing  from  stenciled  specifications.  The  term 
'’analytic"  is  also  used  for  the  part  of  the  "book  for  which  the 
special  entry  is  made. 

2  As  indicated  Toy  the  references  noted  above,  analytics  may 
be  made  for  authors,  subjects  or  titles.  More  rarely,  also,  they 
are  needed  for  editors,  translators  etc. 

When  the  first  part  of  a  composite  book  has  been  published 
separately  and  has  a  separate  title-page  but ' the  title  is  such  as 
to  alphabet  in  practically  the  same  place  as  the  title  of  the  book 
as  a  whole,  very  exact  and  scholarly  cataloging  would  call  for 
analytic  treatment  for  this  part  but  for  most  libraries  it  would 
be  sufficient  to  make  a  note  giving  an  exact  statement  of  the  faots. 

3  Author  analytics  .  a)  These  should  be  made  when  a  part  of 
a  book  is  written  by  another  author  than  the  author  of  the  main 
work  and  is  likely  to  be  looked  for  under  the  name  of  its  own 
author.  (See  Cutter  195.  ) 

When  an  author  analytic  is  to  be  made  for  someone  who  is  not 
the  author  of  the  bock  and  whose  name  is  not  mentioned  in  title  or 
contents  on  the  main  card,  a  note  should  be  given  on  tine  main  card, 
justifying  the  analytic  entry. 

b)  Author  analytics  should  also  be  made  when  the  author  of  the 
part  is  the  same  as  the  author  of  the  whole,  if  the  part  is 
known  to  have  been  at  any  time  published  separately,  except  that 
tkf  author  analytics  need  not  be  made  for  the  collected  wo  irks  cf 
an  author  (see  Sheridan’s  Plays,  cn  List  13,  Books  to  be  cataloged) 
nor  for  collections  of  magazine  stories  etc.  when  republished  in 
bo ox  form  under  a  special  title,  nor  for  an  author  under  those 
name  the  library  is  likely  to  have  so  few  entries  that  the  readers 
would  probably  look  them  through. 

"Whether  author  analytirearQ  made  for  such  books  or  not,  con¬ 
tents  should,  as  far  as  practicable,  be  indicated  in  title  cr  as 
contents  or  in  a  note,  cn  the  main  card. 

o)  When  the  editor  of  a  book  is  also  author  cf  a  part  of  the  book 
his  editor  card  is  genera lly_ regarded  as  covering  the  ground 
sufficiently  to  allow  the  omission  of  the  author  analytic  for 
his  apeeial  part. 


New  York  State  Library  School 


4  Subject  analytics.  These  should  be  made,  if  the  material 
is  of  importance  to  the  library  for  any  reason  (read  Cutter 
193,  194  a-b,  d),  for  parts  of '  books  when  the  subjects  of  t ' 
parts  are  different  from  the  subjects  of  the  books  as  a  ’whole, 
but  not  when  the  subject  of  the  part  is  naturally  included  in 
the  subject  of  the  whole.  Subject  treatment  may  occasionally 
consist  entirely  of  analytics,  no  general  subject  card  being 
made.  A  subject  analytic)  may  be  by  the  author  of  the  book  as 
a  whole  or  by  a  different  author.  Subject  heading  should  be 
justified  either  by  the  title  of  the  analytic  or  by  a  note. 

5  Title  analytics.  These  should,  as  far  as  practicable,  be 
made  for  all  works  likely  to  be  looked  for  under  their  individual 
titles,  whether  they  are  found  in  a.  complete  or  in  a.  partial 
collection  and  whether  by  the  author  of  the  main  work  or  by  a. 
different  author.  Title  analytics  occur  most  often,  though 

not  exclusively,  in  fiction  and  drama. 

6  Editor  analytics,  etc.  Analytics  for  editors,  translators, 
i llustrators  etc .  are  rarely  needed  but  may  soxretlmes.be  celled 
for,  especially  in  the  cese  of  worl: a  which  have  been  published 
separately. 

7  Combinations.  Any  or  all  of  these  kinds  of  analytics 
(i.e.  author,  subject,  title,  editor  etc.)  may  be  made  for  the 
same  part  of  a  book,  but  the  making  of  one  of  them  does  not 
necessarily  imply  making  the  others,  e.g.  an  author  analytic 
may  be  made  without  a  corresponding  subject  or  title  analytic, 

or  a  subject  or  title  analytic  may  be  made  without  a  correspondin 
author  analytic,  but  generally  a  title  analytic  would  have  a 
corresponding  author  analytic  if  tHe  author  was  different  from 
that  of  the  main  work. 

8  '  'othodc  of  trer  tment «  The  most  convenient  division  for 
treatment  is  on  *tiie  line  of  paging.  The  part  analyzed  is 
generally  paged  continuously  with  the  rest  of  the  book,  but 
occasionally  consists  of  a  separate  group  of  pagos. 

In  some  libraries,  analytics  for  continuously  paged  parts 
introduce  the  reference  to  the  rain  work  by  the  word,  see  ,  as 
"see  his  Parish  problems ", and  hence  are  called  "see  analytics"; 

\7  iile  analytios  for  separately  paged  parts  introduce  the 
reference  by  the  word  "in",  as  "in  his  Auld  lang  syne",  and  are 
called  "in  analytics".  The  distinction  is  a  convenient  one  for 
the  cataTogers  in  speaking  of  the  analytioobut  is  not  evident 
to  the  readers  and  in  class  work  the  word  "in"  is  to  be  used  for 
both  forms,  as  is  the  practice  of  some  catalogers,  while  others 
may  regularly  use  the  "see",  preface  and  appendix  pagings  are 
not  regarded  a.s  independent  groups.  Analytics  contained  in 
these  should  be  treated  according  to  the  rules  for  continuous 
paging,  even  though  the  analytic  covers  the  entire  group;  i.e. 


c 


evevi 


C  3 

the  pagination  should  be  given  In  tinclusive  form  inside  the 
curves,"  arabic  numerals  being  usedvlf  roman  are  used  in  the 
book;  e.g.'  pref .  p.1-51,  or  apx  p,^  -20. 

9  Author's  name.  The  author's  name  takes  the  same  treat¬ 
ment  for  analytics  - eh  for  whole  works;  i.e,  in  author  analytics 
the  name  of  the  author  for  whom  the  analytic  entry  is  made  is 
written  on  the  top  line,  outer  indention,  author  fulness ;  in 
other  analytics  (subject,  title,  editor  etcol  it  is  written  on 
Lhe  line  below  the  heading,  outer  indention,  secondary  fulness. 

If  the  analytic  ha6  a  separate  title-page  the  regular 
rules  for  bracketing  the  authors  name  would  hold,  such  parts 
being  bracketed  as  are  not  there  given;  but  if  the  analytic 
has  no  separate  title-page  and  the  author *3  name  is  found 
anywhere  in  the  book  (e.g*  under  the  chapter  heading,  signed 
to  the  chapter,  or  in  the  table  of  contents)  only  such  parts 
need  be  bracketed  as  are  supplied  from  some  other  source  then 
the  book  in  hand. 

10  Title,  When  I  part  of  the  book  for  which  the  analytic 
is  made  has  a  separate  title-page  or  half-title,  catalog  from 
this;  in  other  cases  the  chapter  heading  may  be  used  or  a  title 
may  be  taken  from  the  table  of  contents.  When  it  is  desirable 
to  make  an  analytic  for  several  consecutive  chapters,  it  is 
generally  best  to  give  their  titles,  one  after  another,  separated 
by  semi-colons.  When  it  is  desirable  to  make  an  analytic  for 
several  chapters  not  consecutive,  the  titles  may  be  written  in 
the  same  way  or  each  title  may  commence  on  a  separate  line, 
beginning  at  inner  indention  and  coming  back  to  outer  indention 
when  it  is  necessary  to  run  over  the  line*  If  part  but  not  all 
of  the  chapters  of  the  analytic  are  consecutive,  the  titles  of 
the  chapters  may  all  be  written  together  according  to  the  first 
method  or  the  conseauthye  chapters  may  be  grouped  according  to 
the  first  method  and  frAg^grtup s  treated  according  to  the  second 
method,  or  each  title  may  be  treated  separately  according  to  the 
second  method. 

Omissions  should  be  indicated  by 

Occasionally  it  is  necessary  to  make  up  a  title;  when  this 
is  done  the  title  should  be  bracketed.  Brackets  should  also  be 
U-ed  for. supplied  parts  of  titles;  e.g*  Bibliography  cof  manual 
training^  . 

See  also  below,  19  Short  form  analytics* 

11  Imprint.  If  the  part  analyzed  has  a  separate  title-page, 
give  imprint  according  to  the  regular  ruleB,  but  if  the  entry  is 
made  from  a  half-title  or  some  of  the  other  sources  mentioned 
above  under  Title  do  not  supply  imprint  information.  If  both 
title-page  and  half-title  are  given,  catalog  from  the  former, 
whether  it  is  freshly  prepared  title-page  or  a  facsimile  reprint. 
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12  Collation*  If  the  part  analyzed  is  separately  paged, 
give  full  collation  for  the  part  analyzed,  according  to  the 
regular  rules;  otherwise  omit  collection# 

13  Reference  to  rain  work.  One  centimeter  after  the  lest 
item  given,  of  Those  mentioned  above,  whether  title,  imprint  or 
collation,  (or  in  a  title  analytic,  the  author’s  name),  add  in 

(  )  a  reference  to  the  main  work,  choosing,  according  to  whether 

the  article  is  continuously  or  independently  paged,  nr ^  of  the 
two  methods  given  below  under  Continuous  ps ging  and  T-o>pr--rie--r. 
paging.  For  exception  see  under'  If  TjoriTTr  uou  s  p  a.  gi  n  g  d)  . 

14  Form  of  analytic  entries.  For  all  information  giver,  before 
the  curves,  the  analytics,  whether  author,  subject,  title,  or 
editor  etc.  are  the  same  in  form  as  the  entries  for  whole  books, 
but  it  must  be  remembered  that  information  regarding  imprint 

and  collation  is  often  lacking  either  wholly  or  in  part. 

15  Continuous  paging.  If  the  article  is  continuously  paged 
with  the  rest  of  the  book  give  in  the  (  )  ,fIn”  followed  by: 

a)  Name  of  the  author  of  the  main  work,  inverted,  using 
secondary  fulness  with  titles  of  honor;  but  if  the  author  or 
authors  of  the  analytio  are  the  same  as  the  author  or  authors 
of  the  main  work  the  possessive  pronoun,  his,  her,  its  or  their, 
may  be  used  inside  the  (  )  in  the  place  of  the  author’s  name 
except  when  some  previous  mention  in  the  entry,  of  another  name, 
would  make  the  use  of  the  possessive  pronoun  ambiguous. 

In  cases  of  editor  or  compiler  as  author  of  main  work  the 
abbreviation  ed  or  comp,  should  be  retained  after  the  name  inside 
the  (  ) . 

b;  On  the  sa.me  line  with  author’s  name,  a  brief  title  for 
the  book,  such  as  would  in  general  be  given  on  an  editor  card, 
using  ...  for  omissions  at  beginning  or  in  the  middle  of  a  title 
but  not  at  the  end# 

c)  Imprint  date  (or  its  substitute J  for  the  main  work. 

d)  Inclusive  paging  for  the  analytic,  beginning  with  the 
number  which  belongs  to  the  first  page  of  the  analytic,  including 
a  separate  title-page  or  half-title,  even  though  this  page  may 
not  be  numbered#  Sometimes  such  a  page  is  inserted  with  no 
allowance  made  for  it  in  the  continuous  paging#  In  these  cases 
disregard  this  point  and  give  the  first  number  of  the  continuous 
paging  v/hich  properly  belongs  with  the  analytic.  If  a  page  number 
is  given  on  the  cards  which  is  not  printed  on  the  page  in  the  book, 
it  should  be  inclosed  int  v  For  the  second  part  of  the  inclusive 
paging  use  only  two  figures  except  when  the  hundreds  change 

e.g.  p •  233-74  but  p. 348-416.  If  an  analytic  applies  to  only  a  pa,rt 
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of  the  vo lures  of  a  set  include  with  the  statement  of  pagina¬ 
tion  a  statement  of  the  volume,  as  v.2,  p. <11-65.  When  an 
analytic  is  in  rore  than  one  volume  give,  e.g.  as  follc./s: 

v.l,  p. 6 3-180;  v.2  (Meaning  part  of  v.l  and  the 
whole  of  v.2) 

v.l;  v.2,  p .5-70  (Meaning  the  whole  of  v.l  and 
part  of  v.2) 

v.1-2;  v.3,  p.tlr94,  (Meaning  the.  whole  of  v.l -2 
and  pant  of  v.3) 

v.l,  p.83-115;  v.2;  v.3,  p.7-32.  (Meaning  part  of 
v.l,  the  whole  of  v.2  and  part  of  v.2; 

v.l,  p.71-v.2,  p • 220 .  (For  volumes  paged  continuously ) 

Exception.  When  an  analytic  consists  of  chapters  not 
consecutive ," Tf  the  titles  are  not  written  as  a  single  group 
but  are  given  either  separately,  or  in  groups  according  to  the 
groups  of  paging,  each  inclusive  pagination  should  be  given 
one  centireter  after  the  title  or  titles  to  which  it  applies, 
and  the  paging  or.it ted  inside  the  curves.  Wl-ion  this  tr  3f  tr  ent 
is  followed  it  is  best  to  write  the  reference  to  the  rain 
worh  in  (  )  on  a  separate  line  below  the  last  iter  of  the 
analytic,  beginning  at  the  inner  indention  but  going  bach 
to  outer  indention,  if  it  runs  over  the  line.  If  the  reference 
is  written  on  the  sr  re  line  with  the  last,  iter,  it  looks  as 
though  it  belonged  to  that  iter  only. 

16  Separate  waging.  When  an  analytic  is  separately  paged  the 
full  collation  is  given  before  the  (  ).  The  information  inside 
the  (  )  is  the  sare  as  for  continuously  paged  analytics  except 
that  the  statement  of  paging  is  omitted.  Instead  is  given  the 
volume  number  if  the  analytic  occupies  e  separate  volume  or  of 
the  part  if  the  bock  consists  of  numbered  parts.  If  neither  of 
these  conditions  applies  it  is  generally  best,  in  order  to  skew 
in  what  portion  of  the  book  the  analytic  occurs,  to  call  the 
different  groups  of  paging  "parts"  and  supply  numbering. 

17  Both  cent  1  nu ou s  an d  s e p ar a. t e  p g j  n g .  Occasionally ,  e.g. 
in  a  series  of  monographs,  each  part  is  paged  separately  but  the 

set  is  paged  continuously.  In  such  cases  give  full  collation 
before  the  (  )  but  also  the  inclusive  paging  inside  the  (  )  uni  •- s 
the  analytic  occupies  a  whole  volume,  as  the  part  is  thus  rest 
easily  found. 

10  Punctuation  and  spacing.  Iters  preceding  the  (  )  are 
punctuated  ana  spccou  according  to  the' rules  for  cataloging 
whole  books.  Inside  the  (  )  the  same  rules  for  punctuation 
apply  but  l/2  centireter  is  substituted  for  the  whole  centir  3 ter 
of  the  general  rules. 
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19  Short  form  analytics.  Wh en  the  part  of  the  bock  for 
which  analytic'  entry  is  to  be  made  has  no  separate  title,  or 
too  many  chapter  titles,  and  its  contents  are  sufficiently 
well  indicated  by  the  title  of  the  who 1 e  book  it  is  better 
to  use  what  may  be  celled  the  short  form  analytic.  In  this 
form,  instead  of  using  for  the  analytic  a  separate  title  with 
a  reference  to  the- main  work,  the  title  of  the  main  work  only 
is  given. 


In  the  case  of  continuously  paged  analytics,  this  title 
is  followed  after  a  centimeter  space  by  the  imprint  date, 
and  again  after  a  centimeter  space  by  inclusive  paging. 

In  the  case  of  separately  paged  analytics  (whether  for 
one  or  more  entire  volumes  or  for  the  separately  paged  part 
of  a  volume)  the  title  is  followed  after  a  centimeter  space 
by  the  full  imprint  for  the  who] e  work,  then  after  a  centi¬ 
meter  space,  by  the  number  of  (when  only  one)  the  volume  or 
the  part  comprising  the  analytic,  and  (separated  by  a  comma, 
but  with  no  sp?ce)  the  collation  for  the  analytic,  as 
,pt.2j  ,  76p.  illus.  21om.  If  more  than  one  volume  or  part 
Is  covered  by  the  analytic  give  the  number  of  volumes  or 
parts  included,  as  v.2-3;  but  omit  paging  unless  continuous. 

The  short  form  analytic  might  under  some  conditions  be 
adopted  for  all  subject  analytics,  as  the  principal  point 
would  be  covered  by  the  fact  that  the  subject  named  in  the 
heading  was  treated  in  a  certain  specified  part  of  the  book, 
but  the  long  form  analytic  is  much  more  satisfactory  if  the 
auchor  of  the  analytic  is  different  from  the  author  of  the 
book  as  a  whole,  or  if  the  analytic  has  a  distinct  title 
which  gives  desirable  information  not  given  by  the  main 
title  of  the  book.  In  class  exercises  the  long  form 
analytic  is  to  be  used  in  either  of  these  cases. 

The  short  form  analytic  is  often  the  best  not  only  when, 
as  specified  above,  the  analytic  has  no  separate  title  or  too 
many  chapter  titles  and  the  contents  are  satisfactorily 
covered  by  the  main  title,  but  also  in  many  cases  when  it 
has  a  separate  title  but  one  which  is  practically  a  part  of 
the  main  title,  so  that  the  employment  of  both  involves  use¬ 
less  repetition.  These  cases  occur  most  often  under  the 
names  of  persons  as  subject.  (See  Sample  card  g) 

20  Tracing.  Author  analytics  are  traced  on  the  back 
of  the  main  card. 

Subject,  title  or  editor  analytics  which  have  correspond¬ 
ing  author  analytics,  are  traced  on  the  back  of  these,  those 
which  have  not  corresponding  author  analytics  are  traced  on 
the  back  of  the  main  card. - 


When  the  tracing  on  the  bach  of  the  me. in  card  includes 
analytics  it  is  best  to  indicate  these  by  [anal . )  after  the 
word  or  words  used  for  the  tracing.  On  the  back  of  author 
analytics  it  is  not  necessary  thus  to  designate  the  tracing, 
as  the  added  entries  tracsd  on  an  author  analytic  would  be 
understood  to  correspond  to  such  analytic. 

In  the  case  of  long  sets  etc.  where  the  analytics  are 
too  numerous  to  be  traced  on  the  back  of  the  catalog  card  the 
work  may  be  there  indicated  by  the  word  "Analyzed” .  The 
specific  entries  may  then  he  traced  by  checks  in  the  volumes 
themselves,  but  since  if  the  book  was  lost  the  tracing  also 
would  be  lost  it  is  better  to  keep  an  official  list  of  tracings 
of  such  ana.lytics. 

21  Call  numb er s .  Call  numbers  are  written  in  their  usual 
place  but  when  analytic  entries  apply  to  only  part  of  the 
volumes  of  a  set  the  volume  numbers  of  the  volumes  concerned 
should  be  added  below  tho  book  number,  as  shown  on  sample  card  c. 

22  Alternative  methods.  Suggestions  for  the  adaptation  of 
printed  cards  for  analytics  are  included  in  the  A.L.A.  rules, 
p.79-80.  A  slight  variation  would  be  the  underlining  of  the 
item  for  which  the  entry  was  made  but  the  omission  of  the 
slanting  or  vertical  line  which  gives  the  impression  of  a 
canceled  card. 

The  method  adopted  by  the  Tew  York  State  Library  for 
printed  cards  and  also,  for  consistency’s  sake,  on  manuscript 
ca^ds,  is  the  insertion  of  the  page  reference  before  the 
printed  entry;  as:  * 

Parjorie  Daw,  seo  v. 3,p •  1-  ,44,  in 
Aldrich,  (etc.,  the  remainder  being  the  printed 
L . C .  entry ) 

Catalogs.  Libraries.  Private,  see  p.  ,179t  -297  in 
Le  Rou::  (etc.  -  printed  card) 

The  Wisconsin  Library  School  suggests  the  addition  of 
the  paging  in  red  ink,  below  the  call  number. 


23  Sample  cards 


8 


a)  Author  analytic  when  author  of  analytic  is  different 
from  main  author,  and  hook  has  a  general,  inclusive  title; 
continuous  paging. 


Main  card 


821  Armstrong,  * Johns  * 

A736  Poetical  works  of  Armstrong,  Dyer 

&  Green;  with  memoirs  &  critical  dis¬ 
sertations  by  George  Gilfillan, 

Edin,  Nichol, 1858 ,  281p.21.5cm. 


Author  analytic 


821  Dyer,  John. 

A736  Poetical  works.  (in  Armstrong, 

•tJohria.  Poetical  works  of  Armstrong, 

Dyer  &  Greene  1858,  p.99-230#) 

b)  Author  and  subject  analytics  when  author  of  analytic 
is  different  from  author  of  main  work;  continuous  paging. 


Main  card 

948.1  Keary,  (Jharlesj  Francis* 

K24  Norway  &  the  Norwegians.  N.Y. 

Scribner , 1892.  407p. maps, 17.5cm. 

Includes  s  chapter  on  Wild  flowers 
of  Norway,  by  Eva  Tindall. 


Author  analytic 
Tindall,  Eva. 

Wild  flowers  of  Norway,  (In 
Keary, O.P.  Norway  &  the  Norwegians. 
1892.  p. 374-94, ) 


948,1 

K24 


\  V 


Subject  analytic 
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Botany*  Norway. 

Tindall,  Eva. 

Wild  flowers  of  Norway.  (in 
Keary,C.F.  Norway  &  the  Norwegians. 
1892.  p. 374-94. ) 


c)  Subject  analytic  by  author  of  rrain  work;  continuous 
paging  but  work  in  more  than  one  volume. 

917.3  Canada.  Description  &  travel. 

C77  Cook,  Joel. 

v.2  Descending  the  River  St  Lawrence. 

(In  his  America.  1900.  v. 2, p .*397-514. ) 


948.1 

K24 


d)  Subject  analytic  by  author  of  main  work;  consecutive 
chapters;  continuous  paging. 

914.2  Aberdeen, Scotland.  Description. 

B79  Boyle*  Mrs  E.V.  c(C-ordon)a.. 

Grey  stones  of  Maryculter;  Elrick 
walks;  Garden  of  Ellon  castle.  (In 
her  Seven  gardens  &  a  palace.  1900, 
p ^119^234.  ) 


e)  Title  analytic  by  author  of  main  work;  continuous 
paging. 


Main  card 


J27a  James,  Henry. 

Aspern  papers;  Louisa  Pallant; 
The  modern  warning.  Lond.  Mac¬ 
millan,  1888.  290p.19.5cra. 
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Title  analytic 

J27a  Louisa  Paliant. 

James,  Henry.  (In  his  Aspern  papers. 
1888.  p.^lSOj—OS.  ) 


Title  analytic:  alternative  form 


J27a  Louisa  Paliant. 

James,  Henry. 

(In  his  A3pern  papers.  1888. 
p.t13ft-95.  ) 


f)  Author  and  subject  analytics  when  author  of  analytic 
is  different  from  author  of  main  work;  separate  paging. 


Main  card 


916 

W52  Western  coast  of  Africa:  journal 

of  an  officer  under  Capt.  Owen:  Records 
of  a  voyage...  by  Peter  Leonard#  Phil. 
Hi«elke , 1833 .  124+177? . 17 . 5x10 cm. 


Author  analytic 
916  Leonard,  Peter. 

W52  Records  of  a  voyage  to  the  western 

coast  of  Africa...  &  of  the  service... 
for  the  suppression  of  the  slave  trade 
in...  1830,1831  &  1632#  Phil#  Mielke, 
1833.  177p« 17.5x10cm.  (in  Western 

coast  of  Africa.  1833.  rpt.2#0 


Subject  analytic 


11 


916  Slave  trade « 

W 52  Leonardo  peter* 

Records  of  a  voyage  to  the  western 
coast  of  Africa*..  &  of  the  service... 
for  the  suppression  of  the  slave  trade 
in...  1830^,1831  &  1832.  Phil.  Hielke, 
1833.  177p«17.5xl0cr.  (in  Western 

coast  of  Africa.  1833.  *pt.2.}) 


g)  Long  and  short  forra  analytics  contrasted 


920  Ruskin,  John. 

R598  Ritchie,  Mrs  Anne  (Thackeray)*. 

John  Ruskin.  (In  her  Records 
of  Tennyson,  Ruskin,  Browning.  1892. 
p  3,-125.  ) 


or  better 


920  Ruskin,  John. 

R598  Ritchie,  Lrs  Anne  (Thackeray). 

Records  of  Tennyson,  Ruskin, 
Browning.  1892.  p016L-125. 
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1  Series  cards  for  addresses,  bulletins,  society 
publications,  etc. 


In  some  libraries  it  may  seem  desirable  to  make  an  added 
entry  for  a  society  before  which  an  address  has  been  delivered* 

Such  entries  are  made  in  the  form  rf  a  series  card,  giving  the 
name  of  the  society  as  the  author  of  the  series,  and  the  word 
Addresses  as  the  title.  For  these  items  brackets  need  not  be 
used.  The  separate  addresses  are  then  listed  in  regular  series 
form,  e.g. 

Buffalo  historical  sooiety 
Addresses* 

342.7479  Hill,  H.  W*  development  of  constitutional 
H55  law  in  2Jei r  York  State*  1896. 

557.4797  Hayes,  a.  E.  Oeelosy  rf  Buffalo.  186f. 

H41 

Similar  cards  may*  be  made  for  bulletins,  society  publication.*, 
etc.  when  the  library  scatters  them  as  separate  works  instead  rf 
treating  them  as  a  set.  In  this  case  the  title  of  the  series  re¬ 
presents  a  recognized  continuation  of  works  and  should  br  bracketed 
if  not  given  on  the  works  themselves,  as  in  the  case  of  some 
societies  which  give  no  general  title*  but  merely  their  own  names 
with  perhaps  the  addition  cf  a  volume  number.  For  such  works  the 
title  w  "  [Publi cations ^  is  generally  the  best  one  to 

supply.'  '  — •*■■■-  — 
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i 

For  'bulletins ,  soe-ietytransactions ,  etc.  the  volume  number 
is  more  important  than  for  the  ordinary  series  and  should  he  re¬ 
tained  in  cataloging. 

Chicago.  University. 

Contributions  to  philosophy. 

150  v.3,  no.l  Hoe  re ,  A.  "W.  The  functional 

L814  versus  the  representational  theories  of 

knowledge  in  Locke's  Essay.  1902. 

In  some  cases  it  is  doubtful  whether  it  is  better  to  enter 
a  series  heading  as  a  single  title  phrase,  or  as  author  and  title, 

e.g. 

Columbia  university  studies  in  history, 
economics  &  public  law. 

or 

Columbia  university. 

Studies  in  history,  economics  &  public  law. 

In  these  doubtful  cases  it  is  preferable  to  lean  toward 
the  author  and  title  form,  especially  if  the  *  series  is  issued 
by  a  department,  whfah  would  properly  be  used  as  a  subhead,  e.g. 
if  the  series  named  above  was  published  by  the  Department  of 
economics,  it  should  be  entered  as 

Columbia  university.  Economics,  Dep’t  of. 

Studies  in  history,  economics  &  public  law. 

In  all  cases  of  the  slightest  un-certainty,  reference  should 
be  made  to  the  form  used  from  to-  the  form  not  used,  e.g. 

'Columbia  university  studies  in  history, 

'•economics  &  public  law,  see 

Colombia  university.  Economics,  Dep’t  of. 

Studies  in  history,  economics  &  public  law. 


2  Extracts  and  Separates 

Extr^ygta  (collections)  from  periodicals.  (See  A.L.A.  rule  122) 
If  the  nase  of  the  periodical  is  used  as  the  main,  entry,  indent 
like  an  author  heading4  e.g. 


,  JBXa  dcffMH f1  3  JBHdnburgh  magazine. 
Tales  ■from  -the*  "Blackwood” 


J 

_birt-J-f  the  name  of  the  periodical  is  used  as  an  added  entry,  make 
this  card  in  the  form  of  a  general  secondary,  e.g. 


_tnamTs  monthly, 
iaga  etories. 


Separates.  For  the  reprint  of  a  single  article  from  society 
transactions,  a  periodical,  a  collection,  etc.  it  is  generally 
sufficient  to  state  the  fact  in  a  note,  e.g.  “Reprinted  from  the 
American  ehemical  journal,  Jan.  1908,  v.39,  no.l.n  If  the  original 
paging  is  given  i*>  the  jr^print,  this  should  he  retained  in  the 
cataloging,  e.g.  j  -7^  not  i56jp. 

3  Selections  from  a  single  -work  of  an  author 

Ttfhen  a  selection  from  a  single  work  of  an  author  is  published 
separately  under  a  new  title,  catalog  fully  like  a  new  work.  In¬ 
formation  concerning  the  original  work  should  "be  included  in  the 
new  title  or  in  a  note. 

Make  added  author  entry  for  the  original  work  if  many  titles 
are  likely  to  occur  under  the  author’s  name,  or  if  the  new  work 
is  of  vaiue  under  the  original ' title.  Add  word  “selections”  to 
original  title,  (unless  some  more  definite  information 

is  at  hand,  e.g.  part  l)  ana  follow  it  by  the  title  of  the  selection. 
Omit  brackets  In  this  added  entry,  since  the  entry  as  a  whole  is 
supplied.  For  imprint,  give  only  the  imprint  date  of  the  selection. 
Omit  collation  except  that  the  number  of  volumes  should  be  given 
if  more  than  one. 


Main  oard 

D548jtl>icken3,  Charles. 

Little  Kell;  from  the  Old  curiosity 
shop;  abridged  for  use  in  schools.  Bost. 
Educ.pub.  (*^^1894].  23 6p.  18cm.  (Young  folka’ 

library  of  choice  literature> 

Added  entry 

D548^I)ickens,  Charles. 

Old  curiosity  shop;  selections r^Li tti  e 
Nell.  tc1894. j 


4  Criti odsmriU  and.  Parodies 


For  general-  erilicism  of  an  author,  unless  colored  cards  are 
used" d&n'Tsubj ect  card  does  not  differ  from  the  ordinary  subject 
card,  the  subject  heading  generally  consisting  of  merely  the  name 
of  the  author  criticised. 

If  in  the  case  of  a  single  work  the  title  of  the  work  is 
included  in  the  heading  on  the  author  cards,  as  suggested  for 
Shakespeare,  a  criticism  of  the  work  would  take  the  same  heading, 
except  that  on  the  subject  card  it  would  be  written  in  red,  with 
secondary  indention. 

For  a  criticism  of  a  work, 'the  title  of  which  is  not  used  in 
the  author  heading  for  the  text,  the  most  satisfactory  arrangement 
for  the  subject  card  is  reached  through  a  third  indention  for  the 
title  cf  the  work  criticised,  e.g. 

B  Phillips,  Rev.  Thomas. 

P763r  History  of  the  life  cf  Reginald 

Pole. 

Ridley,  Glocester,  D.D. 

Reyiew  ci  Ur  Phillip’s  History  of 
the  life  of... Pole...  Lond.  Clarke, 1766. 

374p. tab. 20cm. 

In  filing  cards,  the  criticism  of  an  individual,  work  is  placed 
immediately  after  the  work  itself. 

If  the  special  book  criticised  is  not  evident  from  the  title 
of  the  criticism  a  note  should  be  add4d  to  the  main  card  for  the 
criticism,  bringing  out  this  fact,  e.g. 

917.29  Thomas,  J.  J, 

F942  Froudacity:  West  Indian  fables  by 

lames  Anthony  Froude.  Phil.  Gebbie,1890. 

- — Jl£lp  .19.5cm. 

Criticism  of  "The  English  in  the 
West  Indies’! 

This  note  may  be  omitted  from  the  subject  cards  if  the  subject 
heading  (which  includes  the  title  of  the  original  book)  and  the 
title  of  the  criticism,  taken  together,  furnish  sufficient  clue 
to  the  relation  of  the  two  works,  e.g. 
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¥ 

917.29  Froude,  James  Anthony. 

F942  (The)  English  in  the  Test  Indies. 

Thomas ,  J . J . 

Froudacity;  Test  Indian  fables  by*.. 

Froude.  Phil.  Gebbme,  1890. 

261p. 19. 5cm. 

Colored  cards  may  be  used  for  criticism,  having  at  the  top 
an  introductory  phrase,  e.g.  on  yellow  cards 

For  criticism  of 

917.29  Froude,  James  Anthony. 

F942  (The)  English  in  the  West  Indies, 

see 

Thomas,  J.J. 

rr__Froudacity;  etc. 

Notice  that  with  this  form  of  card  the  word  "see”  is  used 
after  the  subject  heading  to  bring  about  a  grammatical  construction. 

Similar  colored  cards"For  bibliography  of"  (blue  cards)  and 
"For  biography  ofM  (green  cards)  may  be  had  for  those  subjects. 

Parodies  are  treated  like  criticism  of  individual  works,  e.g. 

£17  Omar  Khayyam. 

. H54  Rubaiyat.  see 

Herford  ^Oliver. 

Rubaiyat  of  a  Persian  kitten.  N.Y. 

Scribner,  1904.  Ump  .pi .  18. 5x14 vm/ 

5  Attributed  author 


In  case  of  doubtful  authorship,  if  a  work  is  attributed  to  a 
special  writer  it  should  be  cataloged  under  his  name,  with,  on  all 
cards  where  the  point  is  of  interest,  a  note  showing  the  doubt, 

e.g. 


Attributed  to  Shakespeare. 

If  preferred,  the  phrase  "attributed  author”  may  be  added 
at  the  end  of  the  author  heading,  but  this  plan  would  suggest  a 
separate  alphabet  for  the  works  attributed- to  an  author,  to  be 
arranged  after  his  acknowledged  works,  and  for  the  sake  of  running 
all  of  the  titles  into  a  single  alphabet  it  would  seem  better  to 
recognize  the  doubt  only  in  a  note. 

Occasionally  it  is  found  that  a  book  published  anonymously 
has  been  credited  to  the  wrong  author.  This  difficulty  may  be  met 


'  jy  cataloging  the  "book  regularly  under  its  proved  author  with  a 
reference  from  the  attributed  author,  e.g. 

917.7  jC-ilman,  Chandler  Robbins.] 

G48  Life  m  the  lakes:  being  tales  & 

sketches  collected  during  a  trip  to  the 
pictured  rocks  of  Lake  Superior;  by  the 
author  of  "Legends  of  a  log  cabin." 

U.Y.  Dearborn,  1836.  2v.30cm. 


Erroneously  ascribed  to  Margaret 
Duller,  marchesa  d’  Ossoli. 

917.*?  0s3oli,  Margaret  (Duller)  mar- 

048  chesa  d  *  * 

Life  on  the  lakes,  see 
Gilman,  Chandler  Robbins. 

Li'fe  on  the  lakes. 


Book  erroneously  ascribed  to 
Margaret  Duller,  marchesa  d’  Ossoli. 


or 

Ossoli,  Margaret  (Duller)  marchesa  d’. 

Life  on  the  lakes,  see 
Gilman,  Chandler  Robbins. 

Life  on  the  lakes. 

Book  erroneously  ascribed  to  Margaret 
Duller,  marchesa  d’  Ossoli. 

The  note  of  attributed  authorship  shoul  be  given  on  most, 
perhaps  all,  of  the  cards. 

Instances  have  also  come  to  hand  where  th  identity  of  a  b©oh 
was  completely  concealed  by  the  publisher's  form  of  listing.  As 
a  guard  against  ordering  duplicates  these  cases  ms;;  be  treated 
similarly  to  those  of  attributed  authorship,  referring  from  the 
fo'-m  of  entry  given  on  the  publisher's  list  to  the  author  and  title 
used  in  cataloging,  with  an  explanatory  note  on  both  main  and 
reference  cards,  e.g.  "Listed  by  the  publisher  as  - " 


917.7 

G48 


The  references  recommended  for  these  last  two  classes  of  books 
are  for  individual  works  and  should  therefore  be  traced  on  the  main 
card,  contrary  to  the  re-ular  rule  that  references  are  not  traced. 

As  shown  on  the  card  for  Ossoli,  although  it  is  a  reference 
card  the  call  number  is  given. 


6  Analytic  in  series  form 

Some  documents,  e.g.  the  Declaration  of  independence,  and 
the  Constitution,  are  found  in  many  places  and  it  is  convenient 
to  have  a  record  of  these  while  it  may  not  seem  worth  while  to 
make  a  separate  card  for  each.  This  difficulty  may  he  met  hy  a 
form  resembling  a  series  card,  e.g. 

U.  S.  Constitution, 

Text  of  the  Constitution  may  he  found 
in  the  f  ollowing  hooks: 

John.  History  of  the  United  States 
for  schools.  1894.  p.  [419 j-36. 

Montgomery,  D.H.  ...  Leading  facts  of 
American  history.  1899*  apx. p.6-18. 

7  Series  form  for  editor  card 

When  the  same  person  has  edited  many  works  hy  the  same  author, 
an  editor  card  on  the  plan  of  a  series  card  may  he  substituted  for 
a  separate  card  for  each  work,  e.g, 

Holfe,  William  James,  ed. 

Shakespeare , William. 

622.33  SI  . .  .Antony  &  Cleopatra.  1881. 

822.33  P3  ...Merchant  of  Venice.  [1903*  j 

822.33  S7  ...Hamlet.  [1903.] 

For  such  a  card  the  catch  title  is  recommended  in  place  of 
the  full  title,  dots  being  used  to  show  the  omission  of  an  intro¬ 
ductory  phrase. 


973 

F54 

973 

M78 


8  Clippings 


For  a  volume  of  clippings,  catalog  in  regular  form,  supplying 
(as  far  as  prajsti&ble)  the  various  details,  from  the  hook  in 
hand.  In  exact  cataloging  if  the  volume  had  a  manuscript  title- 
page  the  use  of  dots  and  "Brackets  would  follow  the  regular  rules; 
if  there  was  no  title-page  this  fact  should  he  mentioned  in  a  note 
and  brackets  might  he  omitted  in  the  entry. 

If  the  pages  or  leaves  are  not  numbered  and  are  too  numerous 
to  count  write  "Unp"  in  the  place  for  pages. 

Make  a  note  showing  the  character  of  the  hook.  Include*  in  the 


0 


note,  the  name  and  date  of  the  source  or  sources,  if  evident  and  not 

too  numerous ;  e.g.  .  , 

Mounted  newspaper- clippings  from  the  Boston  transcript, 

Jan. 11-May  16,1910. 

970.1 

R31  Red  Jacket’s  medal.  Rochester, 

1893.  Unp. 22. 5cm. 

No  title-page. 

Mounted  clippings  from  the  Ontario 
County  tines ,  I’e’b.l'y  &  the  Post- express 
of  Rochester,  Feh .3,1893. 

818  Hunt,  Anna  Dorothea. 

H939  r Miscellaneous  writings.  n. p.1879-80. 

21#.  19cm. 

Mounted  newspaper  clippings,  with  author’s 
autograph. 


9  Maps 

(See  A.L.A.  rule  6) 

In  measuring  a  map,  give  height  by  length,  taking  the  outside 
ruling  of  the  man,  not  the  measurements  of  the  paper  on  whicn  it 
bls  orinted.  If  the  map  is  folded  in  covers  for  shelving  as  a  book, 
the* full  measurement  of  the  map  may  be  followed  in  curves  by  the 
word  "folded"  and  the  cover  measurement  as  for  the  ordinary  book, 
e.g.  65^Tl OCTom  (folded,  24cm). 

The  scale  of  the  map  should  be  given  in  a  note. 

Samp*  33 

912.74753  Stoddard,  Steneca}  Rtoyi. 

S86  Map  of  the  Adironflaok  wilderness;  2d 

rev. ed.  [Alb. ]  1881.  83. 5x68. 5cm 

(folded, 18cm) . 

Scale  =l/4  inch  to  the  mile. 

912.747  Rand,  McNally  &  co. 

R18  Hew  railroad,  county  &  township  map 

of  New  York...  Chic. ®1 888.  77x84 

cm  (folded  ,17cm) . 

- ""Scale  l/ll  inch  to  the  mile. 

Cover  title:  Map  accompanying  Legislative 


s 


912.74753  Kerr  York  (State).  Fisheries,  game  &  forest 
1T421  commission. 

Hap  of  the  Adirondack  forest  &  ad¬ 
joining  territory , comp,  from  the  official 
maps  &  fielfi  notes  on  file  in  the  stat© 
departments  at  Albany,  it.Y.  Alb.  1898. 

2  sheets,  92x149. 5cm  (in~portf olio ,  23cm.) 

Scale,  inch  to  the  mile. 
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